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CONTACTING ICANOTES SUPPORT

Our Support team is available to assist you via phone Monday thrbrigay via Phone and Chat
Support. Check the table below for daily houAghether you need assistance with troubleshooting or
training, our friendly support experts are waiting to answer your call and respond quickly to address
your request. We also have someone-oall after hours to assist customers who are unable to access

the program.

Phone Support Chat Support
Monday 8:30am¢ 7:30pm EST 9:00am¢ 7:00pm EST
Tuesday 8:30am¢ 7:30pm EST 9:00am¢ 7:00pm EST
Wednesday 8:30am¢ 7:30pm EST 9:00amc¢ 7:00pm EST
Thursday 8:30am¢ 7:30pm EST 9:00amc¢ 7:00pm EST
Friday 9:00am¢ 6:30pm EST 9:30amc¢ 6:00pm EST

By Phone443569-8778

By EMail: ticket@icanotes.com

By Live ChatVisit our websitdor live chat assistance withraember of our Support Team.

Submit a Support TicketClick herdo submit a ticket to our Support Portal, no login required!

Accesour SupportPortal: Clickereto loginto the ICANoteSupportPortal whereyoucancreatenewtickets,
viewticketstatus,andperusethe knowledgebasefor quickanswerdo yourquestions.

In addition to this user guide, we have a library ofd@@mand video tutorials available on our website:

)

We offer our customers a referral rewards program. If you refer a colleague from another practice, yc
are eligible to receive a $100 accdawnedit as a reward if that colleague becomes a customer of ours
for at least 90 days. To qualify for a referral reward, submit your colleague's information to
sales@icanotes.com

REFERRALS

CHANGES TO YOARCOUNT

Ifyouwantto: Go to or Contact:
AddmoreuserdoyourGroup Knowledge Base Article
Remove users from your Group Knowledge Base Article
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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://www.icanotes.com/videocontent/content/index.php?page=main

Add electronic signature to your account Knowledge Base Article

Add eprescribing to your account ICANotes Websitéat the bottom)

Setup electronic billing viadearinghouse ICANotes Website Partners

Inquire about your ICANotes bill Billingg 866-847-3590 orbilling@icanotes.com
Setup credit card processing ICANotes Website

INSTALLINGCANOTESNINDOWS)

~

 Typewww.icanotes.corh y &2 dzNJ o NP gaASNRA | RRNX&A& ol N

- 5 ;
% C ff |9 www.icanotes.com
ICANOteS FEATURES  PRICING ~ SAMPLES ~ ABOUTUS  SUPPORT Q
havioral Health EHR L . 2
REMOTE SUPPORT (o Aeaeatil
== o
NSTALL ICANOTES ==
FIED PN 1 o KNOWLEDGmss -
SUPPORT DOWNLOADS pamimeas -
SUPPORT PORTAL %
Better Notes. Less Typing. e
USER GUIDES AND e

5% DOCUMENTATION

The Most Clinically Robust & ==
1 Click on theSupporttab on the navigation bar.

1 Follow the instructions unddnstall on Windows Follow step one to download a shortcut icon,
as illustrated below.

Installon W

& 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

ﬂ LastPass »

@ Save

Inspect Ctrl+Shift+|

1 The option to Save As pops up. Make sure that it is set to save on your Desktop aSdwaick

ICANotes Quick Start User Guide | To Contact Support cab@@8778 4


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/
billing@icanotes.com
https://www.icanotes.com/
http://www.icanotes.com/

€ Savehs x

« v 4 Il s ThisPC 5 Desktop » v 0 Search Desktop P
Organize ~ New folder = - o
Desktop e
¥ Downloads \ \ \ " b
|| Documents ; :‘F I
| Pictures Mg
\ i o e —
&/ iCloud Drive Calendar tidbits Camtasia Electronic Claims  Electronic Claims Honeymoon Images Treatment Plan
Camtasia Submission Submission
beginning

Camntasia Studic
Honeymoon

Images
¢@ OneDrive
& This PC

¥ MNetwork
v

File name: | ICANctes.rdp "

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

~ Hide Folders Cancel

1 fter saving, the icon will be available on your desktop. Click the icon.

,

ICAN otgs_.rdp:

1 You will be prompted to enter your credentials to login.

Windows Security X

Enter your credentials

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

Password ‘

|:| Remember me

OK Cancel

1 IntheUser namdfield, enter your username in the following format: INTERNEdGrname (for
SEI YLX § d&albytDRebPDédtonsy. Be sijrelzd use a true backslash, as failing to do s
will prevent login. The appropriate key for this character is typically found above the Enter key
on the keyboard.

|
\

enter

refurn

1 Enter your password in the next field and click " oK button.
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Forgot your password? Locked oul? the wrong username/password combination
entered three times in a row, ICANotes will prevent further login attempts for 20
minutes. If this happens, or ou cannot remember your password, contact your
group's security administrator or call ICANotes Support at-5463-8778 to have
your password reset or your account unlockeRlease note: Due to security

protocols, all password resets issued by ICANotespfart must be done over the
phone.

1 After you login, give the system 60 seconds to fully log in. you will be brought to the Clinician

Reminder Sheet.
|CANOteSB __JchantRoom I Last Chart Face I Calendar | Group Admin View
Clinician Reminder Sheet momsusview .. o ucoue frans

My Notes ‘Cosign Re s
gN;'ﬂbﬂw;::wwws:pe ) Show Appointments on  6/11/2019
[ Ignore Form Letters, . Custom Forms & Cliniosl " © Motes with Me as Bill Under Supervisor

O Senice Code Changed from BP Report 2
Sortby: ® Patient O Date

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

the "Refresh” button again.

Hide Block Guts

Refresh | Examine Notes from the last 7 days Hide Cancelled and Rescheduled

Mofets| Greated by You Print
for Patienton this Date

Print_|

WINDOWSCONNECTIONROUBLESHOOTING

L¥ @2dz NBOSAGS | OS Nlirkrfofe @dskiop cofnbicid falled biedausd tiieFemot& | ( =
O2YLJzi SN OFyy20 06S [ dziKSyGAOlFIGSReés L SIAS F2tt2¢0

ﬁ% Remote Desktop Connection
/ﬁ Your & ion failed the
The remote computer could not be authenticated due to problems with its

security certificate. t may be unsafe to proceed.
Certificate name

8-, Remote Desktop Connection X

_,,J Name in the certificate from the remote computer:

icanotes.com "3 Your remote desktop connection failed because the remote
/' computer cannot be authenticated

Certificate emors
The following emors were encountered while validating the remote Your computer's settings do not allow connection to this remote computer
computer’s certificate: because it cannot be identified. Either it is running a version of Windows that
is earlier than Windows Vista, or it is not configured to support server
& Arevocation check could not be performed for the certificate. authentication.
For assistance, contact your network administrator ar the owner of the remote
You may not proceed due to the severity of the certificate emors. computer.

| EE——— T

1 Delete the icon if one is on your desktop and unpin from the taskbar (if applicable).
ADeleting icon
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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

AUnpinning from theaskbar.

Recent

L8 Remote Desktop Connection

s Unpin this program from taskbar

2 O @ & ®* ®E o

9 Click Search.

Task Manager
Control Panel

File Explorer

Search %

Run

Shut down or sign out >
Desktop

1 Search for Remote Desktop Connection

Best match

A Remote Desktop Connection
Y pesktop app

e

£ Remote Desktop Connection Manager
Desktop app

Settings

™3 RemoteApp and Desktop Connections

remote desktop conneclion|

1 Rightclick and select Send to Desktop.
@ Shred
© ot
@ Scan

Unpin from taskbar

Restare previous versions

Send to > €) Bluetooth device

cut ¢ Compressed (zipped) folder
Copy [ Desktop (create shortcut) I}
£ Documents

Create shortcut %5 Dropbex

Delete i Fax recipient
& Rename 4 Mail recipient
Properties B Skpe

TeamViewer
| L DVD RW Drive (D)
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1 If you use Windows 10 Cortana, rigtlick the Remote Desktop Connection desktop app and

Of A 01

L Remote Desktop Connection
= ©)

Desktop app

Apps

4 Remote Desktop Co
Settings Pin to Start
®. RemoteApp and Des |jninstall
Web

O remote deskto p connection

2 remote desktop connection manager

S remote desktop connection software
Documents

failure.docx
5= My stuff £ Web

remote desktop connection

f Onthe popup window, s8lO00 W{ Sy R

Wh LISy FAfS

Run as administrator
Qpen file location

Unpin from taskbar

2 remote desktop connection windows 10

®] remote desktop connection authentication

o

7 A

Shortcut Tools  Application Taols  Windows Accessories X
I rone  shae  view Manage Manage
M [ « Microsoft > Windows > StartMenu > Programs > Windows Accessories v|®] | Search Windows Accessories 9
Name te modified ype Size
# Quick access Dai DEE modif v
@ Creative Cloud F System Tools
Dropto Tablet PC
4 2k8
B Deskcop # Math Input Panel B
% Documents : o
¥ Downloads Open o
= Add to Start menu
] Pictures 773 Steps Recorder 2k8
8 My Computer & Sticky Notes @ shred 2KB
f\ Windows Fax and S¢ Open file location 2KB
| s 0y 2KB
;‘W'"‘“’W Mediz Pla! @ Run as administrator
#) WordPad Pin to Start 2KB
™ XPS Viewer - KB
@ Scan
3 Dropbox Unpin from taskbar
@ OneDrive Restore previous versions
[ My Computer Sendto > § Bluetooth device
# Compressed (zipped) folder
& Network cut
o I Desktop (create shortcut)
 Documents
Create shortcut o
3 Dropbox
Delete 4@ Faxrecipient
® Rename Mail recipient
Properties B Skype
12items 1item selected 1.18 KB a TeamViewer ‘ =

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 I}

Properties

7 ¢&LJsS

Remote
Desktop
onnection

f20FGA2YyQd

GL/ ! b 2duSideghe field B saVd the ©ange.
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b

ICANotes|

1 Rightclick 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
Sendto >
Cut
Copy
Create shorteut

Delete

Rename

Properties

T /tA01 W{K26 hLIiA2YyaAQD

&% Remote Desktop Connection — X

| Remote Desktop
") Connection

Computer: | emet.icanotes.com| ~

Username: INTERMNETjoytestd

You will be asked for credentials when you connect.

¥ Show Q&ons Help

T D2 (2 GKS ' RFYyOSR {Flo FyR OftA0O]l GKS R29
YR R2y Q0 6Ny YSQo
8% Remote Desktop Connection — X

Remote Desktop
"¢ Connection

General Display Local Resources Bxperience  Advanced

Server authertication
‘J Server authentication verifies that you are connecting to the
EE intended remote computer. The strength of the verification
required to connect is determined by your system security
policy.

[ server authentication fails:

Connect and dont wam me

Do not connect
OO SETgE o e

ECT IO FED
) Gateway when | am working remotely.

Settings

4 Hide Options Help

M Click the “m=t_ putton to start ICANotes.
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INSTALLING ICANOTES (MAC)

To install ICANotes on your Mac:

Microsoft RDRL0.0 is downloaded from the App Store.

T

T

T

Go to the top right corner of your screen and click the Apple ‘,»nThen choose App Store
from the dropdown menu.

("% Chrome File Edit Vie
About This Mac

System Preferences...
App Store...

Recent Itemsk: >

Force Quit...

Sleep
Restart...
Shut Down...

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

Once the App Store launches, search for Microsoft RDP. .

o o
Featont  Tep Charns  Categiries  Parrased M— »cmoﬂmI O!
oodlas

starman

olo A%

BBIner

Your search results may look like below. Choose the Microsoft RDP optiorhitihange circle

jcon®. Click theGETbutton by the® icon. ‘
299 * E i . o Q_ microsoft rdp [x]

< Featured Top Charts  Categories  Purchased Updates

Search Results for “microsoft rdp” Sort By: Relevance

Jump Desktop (RDP, Microsoft Remote Des. Microsoft Remote Des.

Business Business Business

KKK KK 231 Ratings @ *kok 156 Ratings LaRoBat 234 Rating
E

 oeT ~ )

)

Next, clickhe INSTALL AMPRtton to install Microsoft RDP.

Microsoft Remote Des
Business
KA KWW 205 Ratings

You may be prompted to enter in your ApplelD. In some cases, the App Store may prompt yot
to confirm your billing informationThis is a standard process in the App Store, especially if it ha
been a while since you last downloaded any apps. The Microsoft RDP app is free, and your cr
card should not be charged to download it.
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f Once downloaded, clicRPEN
2 i ’ o X, microsoft rdp (]

< Featured  TopCharts Categories Purchased  Updates
Search Results for “microsoft rdp”

Jump Desktop (RDP, J— Microsoft Remote Des. Microsoft Remote Des.
(520.99 ~ | N~ | [ OREN

X

m

 WhenyoustartMi®2 82 F0 w5t F2NJ GKS FTANBRIG GAYS:
Start by clicking thBEZE=223 button in the Microsoft Remote Desktop window.

| e | oeestoen |

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

Add Desktop
PC Name:

Usar Account:  Ask me every time o

PC nameinternet.icanotes.com
User Accountf SI @S a W' al YS S@OSNE GAYSQ

Click ShewMere 'in the bottom left of the window.
This will open the Edit Desktop window.

Edit Desktop

= =

PC Name: | internet.icanotes.com

User Account:  Ask me every time |° ]

BECULL Display Sound  Local Resources

Friendly Name:
Gateway: ~ No gateway B

Group: Saved Desktops 1]

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

Show Less Cancel ==

1 Under Friendly Name, type ICANotes for easy identification.

ICANotes Quick Start User Guide | To Contact Support cab@@8778
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= =4

Edit Desktop

PC Name: internet.icanotes.com

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

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

Show Less Cancel

¢KS W{gl LI Y2dza S 0 dméfil# yoadde aefinded yiouse luser. 1bySu acz
using the trackpad (such as on a MacBook Air or MacBook Pro) the left side of the trackpad w
be your rightclick, and the righside of the trackpad will be your left click.

If you are not leffhanded, you do not need to check this option.
Click theliiild tab to move to the next area.

Edit Desktop

PC Name: internet.icanotes.com

User Account:  Ask me every time [T
General [oib o) 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 ]

Color Quality: High (32 bit) T

Show Less Cancel ﬁ

ICANotes Quick Start User Guide | To Contact Support cab@@8778 12



The option toStart session in full screewill start ICANotes up using the entire display area of yo
screen. In full screen mode you are NOT given the option to naaithie program to your dock.

If you prefer to use ICANotes in full screen, a handy keyboard shortcut you can use to navigat
between open programs iSommand + TabVhen you hold down the Command and then hit the
Tab key, you will see icons for your amtly open programs. 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/erus/ht201236

If you prefer launching ICANotes in windowed mode, make Stag session in full screeis not
selected. You can check thé@ session to windovoption to fit everything onto the window without
hoNAT 2y GFf aONRffAYyId ! aSNBR 2y KAIK NBaz2ft dzi
mode so that menus are not too small to see.

1 Go to theLOCAL RESOURGEBESBe sure that Printers and Clipboard are selected.

Edit Desktop
PC Name: internet.icanotes.com

User Account:  Ask me every time T

General Display  Sound | ocal Resources

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

Folders

2 Printers
Smart Cards
# Clipboard

Show Less cancel ([HEECHEN

7 Once all settings have been set, click 888 button. Your new icon will show on the Microsoft
Remote Desktop.

-,

T To login, doublelick on the icol EAEENNNNNNNN you setup.

TType in internetusername (example: ietnet\crystaltest4) and your password in this window.
Then click thd#EEE8 button.

ICANotes Quick Start User Guide | To Contact Support cab@@8778 13
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User Account

internet.icanotes.com

User Name: internet\joytest4

Password: eeeeeecee

Store user name and password Cancel m

1 ICANotes will open in either full screen or windowed mode. If you prefer windowed mode, you
can minimize ICANotes by clicking on ¥teLLOW icoat the top left of the window.

1 Once you are logged into ICANotes you can close out the connection scréienddp

Otherwise, when you click on the orange RDP icon in your dock (when minimized) it will bring up
the connection screen instead of ICANotes.

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

Microsoft Remote Desktop

Desktops Q

PLEASE NOTE: When logged into ICANoteswlbneed to use the pink Log Off button in the Chart
Room to properly exit the program. Please DO NOT X out of the active ICANotes window to logout.

1 You can alstook at the orange RDP icon in your dock to see if the ICANotes window is current
open (the black dot underneath the icon indicates the program is open).

1 Ifitis, rightclick on the icon and you will sé€ANotegthe name we gave the connection).
Click on ICANotes to bring up the ICANotes window.

¢  Microsoft Remote Desktop

View Connection Center

Options >

Show All Windows
Hide
Quit

ICANotes Quick Start User Guide | To Contact Support cab@@8778 14



1 To keep ICANotes in your dock for easgess, rightlick and from Options choos&ep in Dock

v Microsoft Remote Desktop

View Connection Center

v Keep in Dock

Options 1 3
S Open at Login
f{:‘::‘ All Windows Show in Finderkr

Quit

1 You can move the icon to another spot on your dock by clicking and dragging the App icon to
another spot on the dock.

Forgot your password? Locked oulfthe wrong username/password combinaii is entered
three times in a row, ICANotes will prevent further login attempts for 20 minutes. If this
KIFILIISyas 2N AF &2dz OFyy2id NBYSYO SN &2dzNJ
Administrator or call ICANotes Support at 4560-8778 to have your pasvord reset or your
account unlockedPlease note: Due to security protocols, all password resets issued by
ICANotes Support must be done over the phone

LOGGING IN ON A TABLET OR MOBILE DEVICE

ICANotes is compatible with almost every Android Apgle mobile device, including iPads, iPhones,
and Kindles. Please follow these instructions to connect to ICANotes through your mobile device. Th
screenshots you see below were taken on an Apple device. However, the instructions are identical fc

Androiddevices unless otherwise noted.

1 D2 (2 e2dzNJ RSOAO0OSQa I LJIJ ai2NBZ aSI NOK F2NJ
this:

Microsoft Remote
[ i Desktop
3 FREE \

1 Install the application.
1 Once downloaded, open the agmd tape the + (plus) sign icon in the upper righnd corner
to add a new remote desktop connection (ICANotes).

15
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Mo Servies =

452 PM

+'

@ (3 Microsoft Remote Desktop '_
It's lonely here.

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

9 Your screen will display like this:

No Service 5 (& 26% 0

—
ADD CONNECTION
)
Add Remote Resource Feed >
Add Microsoft RemoteApp >

1 ChooseAdd PC or Serveo proceed.
1 You will see the screen below

Service F

= =

Host name or |P address >

User Name Prompt for user name and password >

Settings >

TapPC Nameéo proceed to the next screen.

2dz gAff 0SS LINPBYLIISR (2 SyiSNI I aK2ad ylI Y€
this field (without quotations).
Tap theDonebutton in the upper righthand corner. This will bring you back to the screen
belowg KSNE €2dz aK2dzft R y2¢ aSS aA2yUGSNYySaGoA Ol
Tap theUser Namdield. Specify whether or not you want to be prompted to enter your
username and password every time you connect. You may choose to add a user account or s
your uername and passwordlease be advised that this is not recommended due to HIPAA
requirements

453 PM

Prompt for user name and password v

Add User Account >
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1 To save your username and password, chooseAitheé User Accoundption. You will be
prompted to enter your username and password. Please note that your asermmust be
SYGSNBR Ay GKS alyYS F2NXIG |4 UK® 63EIKEIGS
guotations).Make note of the appropriate backslash to use as it must be precise in order to
O2yySOUd® C2NJ ! LILX S RSOAOS dza SthEyaurl #3duttts ind A y (
the lower left corner, followed by tappirigt=to access the special characters keyboard. Return
to the alphabetical keyboard once the correct backslash is chosen and proceed to enter your
username.

1 Once you have entered your useme in the specified format, enter your password. Please
note that if you choose to save your username, your password is required.

1 Once alfequiredfields have been addressed, t&aveand return to the previous screen, which
should look similar to this

1 Tap theSavebutton in the upper right corner to save your settings. This will take you back to
the home screen of the app, which will look like this once the ICANotes connection is setup:

Mo Sarvics 4:55 PM

& (0 Microsoft Remote Desktop L_Ti-l +

My Desktops

-
T¢2 t23aAy (2 L/!'b20Sazx aayLie aGlFL) GKS 02yy¢
GAYOUGSNYSOIDPAOIy20Sad02Yéd ! AO0ONBSYy gAft RAZ
ICANotes.

1 Once connected, your screen may look similar to this:
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internet.ican... [

Note: Uponinitiaf 2 3AY X @2dzNJ Y2dzaS aSiddadAay3da YI& RSTI c
darker colored bar at the top of the screen. You will see two sidebars agpmas each on the left
and right. Tapth@ouch2 LJG A 2y (G2 &g A i OK (K Swill Allgw yoritehavigite 3
throughout ICANotes as you ordinarily would on your phone, while the previous option uses your
touch input similarly to a mouse.

1 You should now be able to tap ti@Kbutton on the login screen.

CHANGING YOURASSWORD

From within ICANotes:

Settings +
=¥ Directories

—_—T

1 Inthe main ICANotes Chart room, click on drawer in the lower right corner of

the screen.

Click on thg "™ Fesswerd] 1y, 1tton located in the bottom middle of the screen.

f Enter your current password in the first field. Inthe seeont Yy R G KANR FASt Ra
desired new password (make sure they match).

=

18
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Password Change

Note: Passwords must be a minimum of eight (8) characters, including at least one upper case
letter, one lowercase letter, and a number or special character.

1 Click theil button to proceed. You will receive a confirmation message if successful.

From the Upload Site:

1 You can access the upload site by navigatingftigs://upload.icanotes.com

ICANotes Documents Login

areness of
nt to these terms and conditions of use. LOG OFF
ELY if you do not agree to the conditions stated in

Forgot Password?

Remember me?

1 The first time you login to the ICANotes Upload Site, you will be prompted to complete a few
security questions. We highly recommend you complete these questions, as they will be used
part of the ICANotes security protocol should you ever need to oppp&@t for a password

reset.
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 3
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1 There are a wide variety of questions that you can choose from for your security questions. Cl
the down arrow to the right of the field to view the full list of questions and make a selection.

1 Once you have filled in yoemail address and selected three security questions and answers,
clickSubmit

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 §

1 Next time you have forgotten your password, go to the Upload Site and clidkottget
Passwordink.

Login

User name

Password

Forgot Password?

Remember me?

1 You will be prompted to input your username or unique email addr€lick t&€Continue

Please enter your username or email address.

l—- ername/ema

1 You will be brought to the verification page. Please note that you can use the dropdown arrow
in the Security Question field to answer any of the three security questions. Once entered, clic
to Submit

Question

What was your childhood nickname?

Answer

1 If successful you wileceive the following 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.
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1 Check your email and find your temporary password.

account y com %
ICANotes Account Password Reset Request W
To:

Reply-To: accou

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.
https://upload.icanotes.com/home/changepassword?token=5CODBF C0-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
wwaw.icanotes.com

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

1 Follow the Reset Password link to reset your ICANotes account password. If you used the Re
Password link (instead of typing the address into the browser), younass and the
temporary password will automatically populate into these fields for you. Type in your new
password and confirm. Click Reset

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

1 You will know you were successful when you receive the following 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.

Forgot your password? Locked oulfthe wrong username/password combination is entered
three times in a row, ICANotes will prevent further login attempts for 20 minutes. If this happe
2NJ AF @2dz OlFlyy2id NBYSYO0oSNI &2 dafAdndinistratar arNal =
ICANotes Support at 445698778 to have your password reset or your account unlockéehse
note: Due to security protocols, all password resets issued by ICANotes Support must be dor
over the phone
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IMPORTING PATIENT DEGRAPHICS

If you currently have your patient demographics in electronic form, we can import the data into
ICANotes for you at no extra charge. Please make every effort to ensure that your import file follows
these instructions exactly, as this will enabketo perform your data import more quickly. Files which
do not follow these instructions will require more time for import.

First, follow this link to save the demographic import template to your computer:

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

Important Note: ICANotes cannot be held responsible for the accuracy of the data you provids
Pleae ensure that all records are 100% accurate before submitting the fil@Ablotes obe
prepared to have your staff adjust the information recdogtrecord within the ICANotes system.
Do not include any field you do not see listed belpdoing so willmcrease the time required to
import your data.

Once you have the template installed on your computer, open it and resave it with the following
YEYAY3 O2y@dSyiArzys KSNB adz@SNYLFYSe Aa &2dNJ L
Gt FGASYG5SY23INF LIKAO& pomiossNY I YSOET aé¢ 66 A0 K2dzd |

After your Excel file has been saved according to the following instructions, either fill out the
spreadsheet template appropriately or copy and paste the information from another spreadsheet. In
many cases your previous software will providéesnographics 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.

Once your file has been populated with accurate patient information, save youbéieg sure to
follow the instructions mentioned above regarding file name), and submit your file by uploading it to
https://upload.icanotes.com/filedrop/ After you have uploaded your file via the sexiropbox link,
please send an email tecket@icanotes.conto notify us of your file uploadncluding the following
information:

1 Your ICANotes username

1 The name of the file you uploaded

1 Contact person name, entaddress, and phone number in case we have questions about your

data file

1 Desired date for import (must be minimum 2 business days after file submission): mm/dd/yyyy
Our team will review your spreadsheet and contact you if we have any questions. Ymaceilke an
email notification as soon as your import is complete.

The following fields arREQUIRED your spreadsheet. Please ensure the column names match
EXACTLAs you see them below:

FirstName should not contain salutations or initials
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LastName should not contain title or initials

PatientID can be any format as long as it is unique
Gender M, F, O or Male, Female, Other or Man, Woman or Boy, Girl, Person
DOB 1/31/2001 or 1/31/01 or 01/31/2001 or 01/31/01A ¥ G KA & A agfQft TR

an arbitrary value

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

MiddleName
SocialSecurityNumber
DateEntered 1/31/2001 or 1/31/01 or 01/31/2001 or 01/31/01
Address

City

State

Zip

HomePhone

WorkPhone

CellPhone

Pager

EmailAddress
SchoolOrEmployer
SchoolGrade

MaritalStatus

Ethnicity

Religion
MiscellaneousNotes
PrimaryCarePhysicianName
ReferredByName
EmergencyContact
EmergencyContactNotes
InsuranceCompanyl
PolicyNumberl
GroupNumberl
InsuranceCompanyTelephoneNumberl
InsuredFirstNamel
InsuredLastNamel
InsuredMiddleNamel
InsuredDOB1
InsuranceCompany?2
PolicyNumber2
GroupNumber2
InsuranceComgnyTelephoneNumber2
InsuredFirstName?2
InsuredLastName?2
InsuredMiddleName?2
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InsuredDOB2
PharmacyName
PharmacyPhone
PharmacyFax

Note: Any field not listed above may be included in the MiscellaneousNietdfbynaming your
RSAANBR RIFIdGlI (AOHS tAYIS2ZNIADR (I1S&E ¢§ 2MdzNLCA St Rbl YS
MiscellaneousNotes_BalanceDue. When imported, all fields you nhame in that fashion will be merged
and will be available in the Miscellaneous Notes inHlemographicpage of the patient chart.

Please note thaall imports are final

CONFIGURING GROUP SETTINGS

In this sectionwe will review each of the tabs which appear un@moup Level Settings & Directories
in Settings + Directories. You must be a Group Administrator to make changes on these tabs. These
Gl o0a gAff [ff2¢ &2dz 02 O2y FAIdzNBE & 2 dzNJ I NP dzLJQ?

i o get started, click on the Settings + Directories drawer in the Chart Room, as shown bel

“isix
Notes=
Behavioral Health EHR
nnnnnnnnn 3
Chart Room for Joy MacLauren working at [ PSYCHIATRIC CLINIC | [ V&t |
oW NG| ter Patient Mame or 1D or Phone.
————1
o
ol
-
(o] .~
Loz 5
e e
e —
Inactive.Pending Charts [=]
e To get e paiera
oo e detot
=[] Browse Il _>DI

1 Click on th&Group Level Settings & Directorigsb.
T Clicking thd_="==_1button at the bottom of the screen will highlight in yellow the fields which
are required for electronic billing. Fields highlighted in pink are optional.
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ICANotet ) o]

_Settings & Directories = q
L W RS Ginep Anoel S655035 & Dueciones
[ A Poacocn J Pecacastinto | Casetoas | meg fates & payetitues | 010 Cotes | Cuntoon tumins | Memincers | Ouuace | Masaoes Duieted

>
7 Ansa Rechaica 0 | ey Comons Candu Cutons

Save Crywtsd Docs
Suvonat Frovedes ) WFRESSI110 Seperviorge) o

-tae erepde ] Ve ol L xenbe Buviams

A =
T Fraek A Seeem LCP A Nanbar  XARTASA4T s Smter p— — = _—2

~Sewcs Cvoun - ) [ At Sapervies'|
| e e e J Foderst Tanid #8.580155484 S w W R T

Tansnanry Covle
1} R .
" Lome D, McDoscogh B8 nder Sepervaor
L S Medcus 0 8
L=t )
T tetn L
Trvad Crysiabs o wrmatatiom v anctes <om ."*". oy ! Sue¢ Trpe —
s CP ————

SITES/LETTERHEADS TAB

This first area stores basic information about your organization which will be used in your notes and"
billing. Your office sites and letterheads will be listed on the left as you create them. For each
site/letterhead, there are four tabs in the centef the screen:

VFACILITY INFO TAB
Under theFacility Infotab, you create a new site by clicking on button.

You will be prompted to specify a name for the new site. This name is used primarily for internal
purposes only and should be something you will easily recognize, as it will appear in dropdowns
throughout ICANotes where you will set a site locatidote that once set, the site name cannot be

modified.

Click_ = | to continue.

With the site name created, you will next be prompted to provide the following details about the site
location:

Click in the dropdown to set th8ite Type

Enter theNPIfor this fecility.

(Optional) Enter thé\lternate #1 NPI for Facility

(Optional) enter theAlternate #2 NPI for Facility

(Optional) enter theé~acility Other ID

Choose @lace of Serviceode by making a selection in the dropdown field.
Enter theFacility Nameexectly as it should appear on your letterhead.
Address Line 1
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9. Address Line 2

10.Citywhere the facility is located.
11.Statewhere the facility is located.
12.9-digit Zipcode where the facility is located.
13.FacilityPhonenumber.
14.FacilityFaxnumber.

15.Click toSave.

Settings & Directories
Specific 1o indsidual I Group Level Settings & Directories
Sattings for Sise Stalt, Rules 352 MAR Aave Bean Moved under the Mare tad
Sussleseceads ServiceMod Codes LabReqProtocols Meds Predpools Provider Qirectory lnsurPavers Therapy Groups Egematy MCMAuth Accoynts Calendar Inteqrations  More
1) Anne Arundel Medical Center 1=
L Electronic Biling
Hospital / In Pt service Quadle ‘ ER ] \
[ Hokey Pokey Counseling [+ New [ ¢ Egn |
it ] - Detault Biling
Site Setup Entry
Site Name* West Coast Clinic Default Billing
“The Site Name cannot be modified
Site Type [ Office I Outpatient service | o

Alternate 52 NPi for Facility
Facility Other ID

NP1 for Facility 1234567890
Alternate #1 NP1 for Facility 0987654321
Place Of Service Code 11 Office e

HENERENF N

Facility Name West Coast Clinic
Address Line 1 5419 Commerce Bivd
Address Line 2 Suite A
Ww_ 3307541 ® g
City Sta® Zip (3-digit o

Cancel
Phone 4435698778 Qu 4435698778 0

You may add other locations in tik@acility Infotab as needed if your group operates in multiple
locations, or for specific billing purposes.

| LETTERHEAD TAB

Click on thd_etterheadtab to the right of Facility Info.

Click thelUse Facility Address] 1y ;tton and thelUse Facility Phone (Fax] pton to automatically populate the
data entered in Facility Info. A preview of the letterhead will appear below these fields. You can edit
inside these boxes (white area) as needed.
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Address: West Coast Cinic
5419 Commerce Bivd
Use f. Address Suite A

Bakersfield, CA 93307-5419

Telephone and Fax: 4435698778

4435698778

West Coast Clinic
5418 Commerce Bivd
Suite A
Bakersfiels, CA 03307-5419
4435598778
4435698778

You can format the letterhead in a variety of was by highlighting the text within either white box and
selectingFormatfrom the toolbar above, or rightlicking to get a dropdown menu. You can change the
font size, style, alignment, line spacing, and@®2 f 2 NJ 2 F &2dzNJ aAGSQa fSdi

Address: Hokey Pokey Co*+~=ntin~ 1
1600 Saint Margar.  Cut
Font »
(Uss Faciity Phone T Fax) e < > o8
L TextColor » 9

10
Chart by Adm_Letterhead _Selected:address... 1

12

Hokey Pokey Counseling
1600 Saint Margarets Road 13

Annapolis, MD 21409-5547 .
t: 443-569-8778 18
. 443-992-4239
24
36
48
72

Hokey Pokey Counseling
‘Saint Margarels Road

Flelds used by electronic billing Required Optional
Annapols, MO 21409-5547 Increase Size Ctrl+Shift+>

t 443-569-8778
1 443.992.4239 Decrease Size Ctrl+Shift+ <

Custom...
16 Point

ELECTRONIC BILLING TAB

TheElectronic Billingab may be found to the right of the Letterhead tab. You need to enter
information on this tab for each site listed on the left that will be used to submit claims (either
electronically or by printing CMS 1500 forms).

1 Click on the first Site name in tleft column you want to configure.

f Press thduseraiyadaress) hytton and the address you entered in the Facility Info tab for that site
will populate in the address field.

1 Click in the box below labelldgilling Address for this Service Facili@lick into the dropdown
field to select the site from which you will send your electronic claims. You can select either th
same site if the billing information is tleame orselect a different site (which must first be
setup in the Facility Info tab) if the Billing Address &ilting NPI are different. The Facility
Address, Billing Address, and Pay to Address can be three unique addresses if needed for bil
purposes.
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1 TheBilling NPland billing address will populate based on the service facility location you
choose.

1 You mg choose to highlight fields that are required in Settings & Directories for electronic
billing using thd_=t==_1 button.

Settings & Directories

‘Speciic to lodnadual | Goup Level Settings & Directories

Battings for Se BAalT, Wulut 903 MAR have Sean mcved usder 1he Mors a5

Sisdessteas  ServiceMod Codes Lab Beq Profocols Meds Proiicols ProviderQuectory losue Payers Therape Groups Formats MOMAuth, Accounts Calendar lsteoraions  More

') Aane Arundel Medical Center S ]
Eacsy lnfo Legerhead Electrons Bilkng l—m
Hospital / In Pt service [(Saiis] I I
) Pokey sekng
» .”:::p‘ o Click the Use Facilty Address bution 10 copy the site address, then odet
. the electronic billing information below 50 that it will it when formaried
[/ Hokey Pokey Home Visiting 10 3 ines of up 1o 26 CAATACErs 0aCh, With 50 PUDCIUALOS | (he
Home Visit service - second fine
[ Telsheakt > fiest Coast Clinic
ofce Use Facitity Address
_Ouspsbery yorvse 5413 Commerce Blvd Suite A
Oies ! Cuatient sorviss Bakersfield, CA 93307-5419

Service Faciity Address formatted for Electronic Biling:
WEST COAST CLINIC

[$419 COMMERCE BLVD SUITE A
PAKERSFIELD, CA 93307-5419

Biling Address for Pay To Address for
this Service Facility: this Service Facility:
[ West Coast Clinic -] [West Coast Clinic -]
JEST CoAST cLINIC JEST COAST cLINIC
419 COMERCE BLVD SUITE A k419 COMERCE BLVD SUITE A
BAKERSFIELD, CA 93307-5419 BAKERSFIELD, CA 93307-5419
£l Baing NP

Click the button below to watch a brief demonstration of how to configure all settings under the
Sites/Letterheads tab.

Video Tutorial

Sites/Letterheads

INTEGRATIONS TAB

Thelntegrationstab may or may not contain information, depending on whether your ICANotes
account has been sepuwith any integrated services such as eStatement generation and online

LI 8 YSyid O2fttSOGA2Yy OAl . AffCflaKeo LF &a23 &2 dz
enabled.

Facilty lnfo | Letterhead [ Hectronic Biling | Integrations

Related functionality requires that both e Statement generation
& online payment collection via BillFlash be enabled.
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SERVICE/MODIFIER CODES TAB

Click on theService/Modifier Codesab to the right of the Sites/Letterheads tab. You will be able to

ONBI 4GS
institutional billing.

€ 2 dzNJ 3 NR dzLJQ a

aSNIAOS:E NB@SydzS>

Service Code Short List

Use the arrow to add a Procedure Code from the list

or... Type In your own code

Req Protocols _Meds

Settings for Site Staff, Rules and M

JAR have been moved under the More tab

rectory InsurPavers TherapyGroups Formats MCMAuth. Accounts Calendar Integrations More

Modifier Code Short List

Type your own code into last row.

90889 Report Preparation

XP | Same DOS/Different

96150 Health & Behavioral

96372 Injection

00000 non-billable X[ 25 | Medical E/M Same DOS| X[~
00001 Broken Fumniture 7 X - 59 | Same DOS X
00001 Clinic Fee 7 X I NG Service | X
00002 Print/Provide Enter Medical J X : GV | Hospice X
1036F Non tobacco User X $50.00 MH Aftercare UN | x[~] [ HA | sex off. Eval Addend. | X!
36410 Blood Draw 7 X $120.00 MH LOP Group (low UN | x| | [ HF [Adult SA individual (OP)| X!
80101 Urine Drug Screen 7 X $150.00 MH IOP Group UN | x| |[Ho]initial DI X
80104 Drug Screen, Multiple x $50.00 SA Aftercare UN | x| | [ QW|Medicare Drug Test | X
80304 Drug Screen 7 X $120.00 SA LOP Group (low. UN | x| |[SF | Sliding Fee Scale X
90833 Psychotherapy 30 min. with X $150.00 SA IOP Group UN | x| || sk |sexoft. Evaluation X
90836 Psychotherapy 45 min. with X $120.00 Dual DX LOP (low UN | x| || Tc|BCBS 10P Modifier | X
90838 Psychotherapy 60 min. with X $150.00 Dual Dx IOP Group UN | x| | [ U4 | Facity Based 1oP X
90885 Review of Records 7 X $500.00 Inpatient Rehabiltation x| | [ us | cPP Modifier X
90887 Meeting/Conference 7 X XE | Same DOS/Same X
7 X X

X

X

X[+

99201 (Office / Out pt, New)

YR Y2F

TheService Code Short Ligtll be required when you create yourdividual billing rates under the
Specific to Individual tab. Setting up a short list will save you time as you will have the option to choa
from your short list of billing codes (setup here) rather than a longer list of all available billing codes.

1 Inthe left column, click the down arrol”] next to the field to open the full list of available
service codes.

1 If you do not see the code that you need, you can simply click within the field and being typing
A box will open asking for the information foowr custom service code. Enter thedfgit code

and descriptive text, then click th_ 2«
Enter Custom Service Code

| button.

down arrow to select 2 standard Service

5-Digrt Service Code (requared):

Descriptive Text (cptional):

Type in & new custem Senvice Code (or cancel and press the

Code).

[ concel | oK

Revenue Codesan be createdor inpatient settings. If you are strictly and outpatient facility you may
disregard this area. Click the next blank row (in the example below, the row right under 0024) and ac

the code, rate, and description.
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Specitc o Inavicual |

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

Service Code Short List

Use the arrow to add a Procedure Code from the list
or... Type In your own code Rven

00000 non-billable
00001 Broken Furniture

Revenue Codes odifier Code Short List

[Type your own code into the last row 'ype your own code into last row

X Room & Board 25 | Medical E/M Same DOS| X |~
7 X Code Ilw Description 9 | Same DOS | X

00001 Clinic Fee J X |

00002 Print/Provide Enter Medical 7 X/| [code Rate Description Basis GV | Hospice | x:
1036F Non tobacco User X $5000 | MH Aftercare HA | Sex Off, Eval Addend. | X
36410 Blood Draw 7 X $120.00 MH LOP Group (low HF | Adult SA Individual (OP)| X
80101 Urine Drug Screen 7 X $150.00 MH IOP Group HO | Initial DI | X
80104 Drug Screen, Multiple X $50.00 SA Aftercare QW| Medicare Drug Test X

2|5 [ X[ X[ X[ |X|X
®
L]

80304 Drug Screen (] 7 X $120.00 SA LOP Group (low Sliding Fee Scale | X
90833 Psychotherapy 30 min. with | - X $150.00 SA IOP Group SK | Sex Off. Evaluation X
90836 Psychotherapy 45 min. with | - | X $120.00 Dual DX LOP (low TC | BCBS IOP Modifier | x
90838 Psychotherapy 60 min. with X $150.00 Dual Dx |OP Group U4 | Facility Based IOP X
90885 Review of Records 7 X $500.00 Inpatient Rehabilitation U8 | CPP Modifier | X
90887 Meeting/Conference 7 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)

If youuse modifier codes, such as fetehealth billing, you may click on a blank field in the right
column and type in your own code to creatdadifier Code Short List

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

SiteslLetterheads ~ Service/Mod Codes  Lab Req Protocols  Meds Protocols  Provider Directory Insur Pavers Therapy Groups Formats MCMAuth. Accounts Calendar Integrations More
Service Code Short List Revenue Codes Modifier Code Short List
Use the arrow to add a Procedure Code from the list Type your own code into the last row 'ype your own code into last row
or... Type In your own code Revenue Code Description
00000 non-billable x [2] | Room & Board | Medical E/M Same DOS| X |
00001 Broken Fumiture (-] 7 X e fiale Deéscrpton | Same DOS | X
00001 Clinic Fee J X [ I I X
00002 Print/Provide Enter Medical | - | 7 X| | Code Rate iption Basis | Hospice | X
1036F Non tobacco User [~ x| |[205 $50.00 | MH Aftercare UN | x | Sex Off. Eval Addend. | X
36410 Blood Draw 7 x| [[905 $120.00 | MH LOP Group (low UN | x| Adult SA Individual (OP)| X
80101 Urine Drug Screen 7 x| [[908 $150.00 | MH IOP Group UN | X | Initial DI X
80104 Drug Screen, Multiple x| ||908 $50.00 | SA Aftercare UN | x| | Medicare Drug Test | X
80304 Drug Screen 7 x| |[208 $120.00 SA LOP Group (low UN | x | Sliding Fee Scale X
90833 Psymo(nerapy 30 min. with | - X 906 $150.00 | SA IOP Group UN | x | Sex Off. Evaluation X
90836 Psychotherapy 45 min. with X || [ MH 905 $120.00 | Dual DX LOP (low UN | x BCBS IOP Modifier | X
90838 Psychotherapy 60 min. with x| |[mH 905 $150.00 | Dual Dx IOP Group UN | X Facility Based IOP X
90885 Review of Records 2% 0024 $500.00 | Inpatient Rehabilitation X CPP Modifier | X
90887 Meeting/Conference J X Same DOS/Same X
90889 Report Preparation [ 7 X Same DOS/Different | X
96150 Health & Behavioral [ -] 905 X
96372 Injection X
99201 (Office / Out pt, New) i

Click the button below to watch a quick video tutorial about $ervice/Modifier Codesab.

Video Tutorial

Service/Modifier Codes

LAB REQUISITIONROCOLS TAB

The Lab Req Protocols tab can be used to configure a group of lab tests for easier ordering on the
Clinical Order Sheet.

1 Click on thd=—==_]button to create a new order protocol.
1. Name the protocol.
2. Pick a test from the dropdown menu or typetire name of test.
3. Indicate the frequency from the dropdown menu or type in the frequency.
4. Indicate the number of times the test should be performed.
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Type in the diagnosis.

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

Indicate whattype of request.

Choose a reason/indication from the dropdown menu or type in the reason/indication.
. Save the newly created test.

10 The newly created test will show in this area.

11.Save the protocol.

© NG

Settings & Directories

Fe 1 EEpr—
Settings for Site Staff, Rules and MAR have been moved under the More tab
Sites/L ServiceiMod Codes Lsb Reg Protocols  Meds Protocols Provider Directory Insur Payers Therapy Groups Formats MCM Auth. Accounts Calendar Integrations More
Order Protocols T New
Protocol Hameflly liTests 2 T save Protocon |
- = eo T 11 e
ADHD
est Ordere Frequency: Times X Diagnosis
| pepakote Leve 2 I 3 T 4 £ 5] |
¥ labTests astin, Request Type (@8 [ ab Climaging OEEG OEKG
cason { Indication
- ]| ] ]
Test Ordered Fraquency’ Times X Diagnosis Delef
‘ ' Alkaline Phosphatase ASAP x1 66252 =
Lab Reason Il Annual Brain Injury Traumatic, Annual x

PoALT Routine once
Lab Reason /Indication Routine Screen xX

®  BUN Routine x1
Reason / Routine Screen x

Click the button below to watch a quick tutorial abdbé Lab Req Protocolsb.

=

TheMeds Protocoldab can be used to configure a list of medication protocols that will automatically
populate a group of medications into the medications list in a prescribing progress notes mois i
relevant to DrFirst ePrescribe.

MEDICATION PROTOCOLS TAB

f Click on thd®=_s==__1button to create a new medication protocol.

Name the medication protocol.

Pick the verb from the dropdown menu.

Select the medicine from the dropdown menu or type in the medication name.
Select thedosage.

Insert the Route Qty.

Indicate the timing.

Insert the number to dispense.

Indicate refills.

. Select the amount of days.

10 Input the dose.

11.Pick a comment/reason from the dropdown menu or type in the reason.
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12.Click theSavebutton to save the newly cated medication.

13.The newly created medication will show in this area. Continue adding medications as
needed to build the full protocol.
14.ClickSave Protocolo save it.

Settings & Directories

I 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 MCM Auth. Accounts Patient Portal Calendar More
e ]
1Medicatlon Protocol List * - Protocol Name‘nsslon Orders | Delete Save Protocol ‘
’ admission Orders a
B pission PRNG Medications [_Edi Drug List
irection ledicine Dose éme aty iming

By

Ativan PRN (CIWA) 9 6

! ) 0 Di Is  x Days Doses CommentReason
B
J Ativan Taper q
P Celexa Taper
Direction Mediicine Dose Route Gty Timing

3
” Common Cold {oP) e Start Prozac 20mg PO QAM =
b5 E Refil ax : w/ieason Depression X

Medrol Doss Pack P start Ambien 5mg PO QHS PRH
E
” Multiple Meds (OP) t E : : T X
By B start Ativan 0.25mg PO q4hr PRN

Remeron Protocol ¢ 1 m Agitation X
"” ssk: Regular Insulin [ start Antabuse 250mg. PO oAM
T ¢ Refill 3y e nm/feason ETOH Deterrent x

Standing Orders: (w / instructions) B start Zyprexs 25mg PO oAM
12) STAT Ativan # Refill ay nm/E Psychotic Features X
13) o

TB: Aplisol - =

Please click the button below to view a quick tutorial on setting upMieels Probcolstab.

Video Tutorial
Meds Protocols

PROVIDER DIRECTORY TAB

Use theProvider Directorytab to create a lisbf providers that you communicate with outside of your
LIN} OGAO0SQa L/ !'b2GSa 3ANRdzZLI® ¢KSaS LINPYARSNAE Y
other provders you may want to have in a central directory. This list is especially useful for making
referrals as you can store contact data as well as directions for the patient.

f Click on thdZ_t«_]button to create a new external provider.

T ¢KS OdzNE2NJ gAff Y2@0S (2 GKS ylIYS FTASEtR® 9y
O === Tbutton.

f By clicking th{_=e=t ] button, you may export this directory if you need to print it or send it
electronically.
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Settings & Directories

Specific o indradual Group Level Settings & Direclories
Baeslletiecheads ServiceMod Codes LabReq Protocols Meds Pretosoly  SroccerDescio s Payers Dhecagy Growps Eoomaty MCM AW, Accownts Calendar \atearations  Moes
External Provider List
View ty Sosceny x [
Viarn 2y S0tm Name I | I x El
Searcn by e [ J x
! Denais Doom 4 mame ¢ Aice Stings] 1 [ ]
Case MgriTeam Leader =
B 5 Address 4 Mappy Lane 1 u o I
rv e City ponapoks ]
PsychistricPrescriber a .
e 0 ] O ausomaticaly Sier by
Dr. Faris P, Alchoo State working M foculon
Family Practioner zp R1a01 ] hen acdng PCP in
Dr. Frank N. Stein Telophone E‘g,:u,,;,gﬁ ] demcoraphics
Surgery ————
3 - Fax [ ]
Dr. Sharos Fllery up e = : .
Pediatrician Email fistings@ccowder ne ]
Or. Wll Theoel Speciaity PsychiancPresaivel
OTPTRecreation Site Name -]
Shaun Murphy, MO Directions
woe [1282501253
Other [sstinp@provder net ] el O
t:{ DirectAddress [ |

Please click the button below to view a quick tutorial on setting upRfevider Directorytab.

|

INSURANCE PAYERS TAB

Thelnsur Payerdab can be used to enter details of the insurance companies your patients use most
frequently and save them to a eft list which will appear when you entérsurance details in a

LI GASYGQa RSY23INILKAO&AD® . ST2NB e&[E=duifohtdli ONII
highlight the required and optional fields for electronic billing.

1 Click on thd®=_%=w ] putton to enter an insurance company name.

1.

6.

7.

8.

0.

OYUSN)I 6GKS AyadzaNIyOS O2YLIyeQa yIlYSo

229y USN) 0KS YIFIAfAYy3a I RRNBaa 6Fra asSsSy 2y Of
3. Enter the city, state, and zip code to complete the mailing address.

4.

5. Designate the insurance type by clicking into the field and making a selection from the

Enter the telephone and fax numbers.

dropdown list.

If you do not see the appropriate option in insurance type, click into the dropdown find in
insurance type (other) and make a selection from the list.

If billing electronically, enter the payer ID, as provided by your clearinghouse. If needed,
there is also an Alternative Payer ID field.

If both your clearinghouse and ICANotes accounts are enabled for eligibility, enter the
eligibility ID code as praded by your clearinghouse.

If needed and your account is enabled for it, enter the Remittance ID.

10.Click into the dropdown field to select a Submission Method, such as Electronic or Paper
11.For electronic billing of institutional claims, enter the Institutional Payer ID as provided by

your clearinghouse.

12.Select an ID Qualifier to appear in box 24i afiryclaims if this is deemed necessary by

your clearinghouse or insurance payer.
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13LF AdG0 A& ySOSaal NB G2 dzasS |t 0SNYIGS t NP«
appropriate fields here to specify which order to use, as set in other areastbhgs and
Directories.

14.Click into the field to see and apply situational ANSI/NICC options for professional and
institutional billing. Please consult with a member of ICANotes Support or Training before
making changes here, as these rules will makargract on how your claims are billed out.

15.1f your account is enabled for it, you can specify certain options to apply to your live
eligibility checks.

16.Click toSaveany changes you make to the insurance payer to ensure your billing is
prepared accordingly

Settings & Directories

Steseferheads ServipeMod Codes Lad Beq Profocels Meds Profecels Provider Dieectory  loaw Pagen  Devagy Gecups Formats MCM AU, Agopunts Calendar lnfegraticos  Mace
. Payer ARSENUCC Options

Insurance Payer Short List D_lﬂ-“ Do J[ we |~ o oy

- = You 800 now oditing Cigaa

s P N Amy changes will overwnle this Payer

L' > 2222
s Cigna - ]
Mo 18004842114 =
N Medkare Addross Greal-West Dr ]
L 12340.787T8 ]
i ]
]

UBH Madicare City, State Zipfie Bine ] | EERT)

ut
. = Telephonel B65-394-2114 | fax |
éa 50.800-800

[ use Anernate Provider 4Pt on Claims
@ (] use Anernate Facinty uPt on Clsims
2] use Alsernate Yax 10 on Claims

1 If you later want to delete this or another insurance payer from your short list, return to this
screen, click on the appropriate insurance payer name on the left, and clil@ === button

to remove it.
f You may export this short list for printing electronic transmission by clicking on
button.

Please click the button below to view a quick tutorial on how to usdribar Payergab.

THERAPY GROUPS TAB

Use theTherapy Grougab to create patient therapy groups, view sessions create@&ah group, as
well as manage members and rosters assigned to specific groups in the Therapy Groups section. In
Group Rostersection,you can create new rosters andsagn patients to them.
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THERAPY GROUPS

Settings & Directories
SpeCific 1o Individual I Group Level Settings & Directories
Semags 1 Sou SN Auime 802 MAR Apre Teen MIval waser e Mire ot
Lab Beq Protogs Meds Protocoly  Provider Ditectory we Pagess  Iherapy Growps Esomaty MCMAMD. Atceunty Caiendar ieoraions  Mare
vimer | Jx [#] sessions
Humor Therapy ™ x 1) S182020  Growp Thavapy Note x
2) 182019 Growp Thecapy Note X
bostii e 2 ® x| |57 532019 Group Therapy Note X
3 Parening Support Group ;™ x 4)  WI02018  Growp Thesapy Note x
Srvith Farmaly / - x a
Weekty Group 7™ x Mombers m
1) Do¢ Asce 2004684621 81084 X jo
2)  Jones Gansoe 2004876558 71350 X
3)  \Wuomos Alieen 2004678573 229556 X
Priod All Groups | Seect a Roster > ]

1 Inthe Therapy Groups section, click E button to create a new group.

1 Inthe Therapy Group Entry window, enter the name of the new Therapy Group to be created
and the Site/Location where group services will occur. You can add multiple service codes as

needed for billing purposes by clicking into each dropdown field and making a selection from
the service code short list.

Edit Format

Therapy Group Name

Therapy Group Site/Location
i West Coast Clinic

Therapy Group Service Code #1

Therapy Group Service Code #2

Therapy Group Service Code #3

Therapy Group Service Code #4

Cancel Save

1 Click the Save button to save your changes. The new group name will appear in the
column on the left.

1 Inthe Members section, click tlm button to search for a patient to add to the group.
1 Inthe Add Patient window, search for patient by name or ID number, then Seareh
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Add Patient Cancel
[Patient Name or D # | searcn x
Hame DOB Gy, Stabe, 7ip Patent D 8 Sastus
ﬁ
- 7 PN 7 - “ PN . A - Ao
T/¢6A01 I LIFGASYGQa YIY GKS a8k NDK NBadz
Add Patient
__ﬁ ________________________________________________ Search ¥
20 Paents Found
Narme [l ] City, Stabe, Zig Patent D8
Elgcironic B Claims EBilingClaims
Gone Balcher VIOR00T  Cape May, NJ 08204 2004890023
Goldilocks Baar 2M18M%92  Rulland, VT 05701 2004696083
Jacqueling Bouvier 1WVIOME25  SpeingSeld, VT 05156 2004884330
Kent Brockman araMese  Speingleld, VT 05156 2004684333
Linda Belcher ar1aneEe  Cape May, NJ 08204 2004890021
L@Km 126008 Cape May, M) 08304 2004890024
Mary Bailey TrAMST3  SpringSeld, VT 05156 2004684331
Pater Bishop TrT2004  BakersSald, CA 93307 2004596543
| n

{ To add patients from a specific roster to the group, click into=-2electaRoster = |
dropdown and make a selection.
I With a Roster name selected, cI|1""@“&”':']'“Grm”:r | E to add all patients within

that roster to the Members section.

|GROUP ROSTERS

To build a roster of patients that can be applied to any group, navigate to the Group Rosters section.

1 Click theJE' button in the column on the left to create a new Group Roster.
1 Inthe Group Roster Entry, type the name of the group roster, then = to save.
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Group Roster Hame

1 The newly created roster will appear in the left column.
1 To add patients to a roster, click the nametoé roster in the left column. All patients will be
itemized by name in the right column.

+] #]

1 Growp1 PN E Aleright Charles SO04BTERET  aM03 ¢ [=]  Femowing a patient irom a rosber will provide the.
eplion b that patssat fream all grosps te

21 Humor Therapy x wehach they belomg,

3} Waekdy Group 7 x

1 Click thE button atop the right column to add a patient to the roster.
1 Inthe Add Patient window, search for patient by name or ID number, then Searsh

Add Patient Cancel

[Patiert Name orip ] =g «

N DOB Ciy, State, Tp Pabest D8 Status
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Add Patient Cancel
[B | search
20 Patsents Found
Nams CH8 City, State, Zip Patient D' 8 Status
Electronic B Claims EBalan gClaims Active
Gong Balcher WI0R00T  Cape May, W) 02204 2004650023 Autive
Goldilocks Bear 21181592 Rutland VT 05701 20046598023 Artive
Jacqualine Bouvier 1V10M825  SpeingSeld, VT 05156 2004684330 Active
Hent Brockman W1aMS68  Spangleld, VT 05156 2004684333 Inacte
Linda Belcher Ar1anSss  Cape May, W) 03204 2004690021 Artive
I.ué:; I}alr.lw 1202000 Cape May, N 08204 2004690024 Artive
Mary Bailey TRRAMNGTI  Spngleld VT 05156 2004684331 Active
Peler Bishop TH7/2004  Bakerseld, CA 93307 2004596643 Active

< m >

1 Patients will appear in the right column as they are added to the roster. Continue this workflow
until all patients are added to the roster.

Please click the button below to view aickitutorial on how to use th&herapy Groupsab.

Video Tutorial
Therapy Groups

FORMATS TAB

Use theFormatstab to control the font and text style of finished notes for all users in your practice.

Settings & Directories
Soeciic 1o Indredaat | | GuounLevel Setioga & Dectanes

inge 1o S St Mt 803 MAR Aave Sean movad ender the Mo tat

Sesllefertesds ferviceModCofes LabSeqg Peotocoly  Meds Profocoly  Provider Qitectoey bnaer Perers InsasuOciuss foomats MOM AR, Accousts Calendat infegrations  Mace

Finished Notes Font & Printing Styles Group Preferences
Growp Documentation

Foat Arial ] (catautt Adal if stank) Override Font Setting
Size 12 (Gefault 12 if biank) Ignace Font seting & retsin all font
formating as endired in each nole
Note Style  Bold (overrides detaut formasing)
Ralc
Sosiias Overnde Size Setting
Ignoce Size seling & retain 38 sze
Hoader Style X Bokd (ovemndes defauRformating)  formating 35 entered in each note
Halc
X uppercase
Usderine
toghight

Click on the~ontfield to open the dropdown list of available fonts. The default is Arial.
Click on theSizefield to enter a new font size. The default is 12pt, even if left blank.

Click on the appropriate checkbox(es)Nate Styleto change the text style within the body of
your notes.

1 Click on the checkbox(es)Hhteader Styldo change the style of headevgthin your notes.

= =4 A
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Individual users will be able to adjust the font and style options within individual notes that will not
affect notes globally. As an additional option, clickxeerride Font Settingo ignore font setting and
retain all font formattngas entered in each note, @verride Size Settintp ignore size setting and
retain all size formatting as entered in each note.

Note: Any changes made here will only affect notes created after the change is made. Previously
compiled notes will not baltered.

Please click below to view a quick tutorial on how to useRbamatstab.

&D

MCM AUTHORIZATION TAB

TheMCM Auth.tab offers a quick look at all the managed care authorizations that your group has
entered into the program.

Settings & Directories
Spacdhc 1o lndradual [ Group Level Sethogs & Daedtones
S8eaiefiertesds ServiceMod Codes Lok feg Protocls Meds Protoccly Provider Quectory laser Peyers Insacufocs formats MCM AR, Accounty Celendar integrafiony  Move
Default Aeet Reciplent [ Detaust Aert Sender I [ SoteyEseCote [ P ][ Ewen |

Show Only. At Threshetd  [INon-Expired

3

1
:3 Laayeny Unty
Eapres Q ;-‘ Achoreed  Used  Raainng | Auorees  Uses  Rumainng

™

Banner. Bruce
Huason

Markie. Meghan
Sémpson, 5
Smith, Beth THIZ019 | 4564156180414

12

P
7

20

XX XXX
RXX XX

3 [ na |ms
S|S|HYE|S

49

1 The Show Only checkbox Snew Only: LIt Threshold [INon-Expired  5)10w you to show only those
patients whose authorizations are at or past the threshold, or those that are noerpired

and active, respectively. Alternatively, any listing in red needs attention as this indicates one C
the two alert thresholds have been reached, either for number of sessions/units and/or
expiration date.

Thel=] button will allow you to edit the M@ authorization for the patient specified.

Thel _sutevese vt | pytton will list the patients by authorization expiration date.

ThelFit_] button will print the list of authorizations.

You may also export this listing for printing or electronic transmission by clickitigeon

button.

If you need to update the thresholdsfor LJ- G A Sy 6 Qa | dzi K2NRART [ A2y s> @&
button or in the Chart Face by clicking {Add or Update Managed care Authorizations| hutton in the lower left

hand corner.

=A =4 =4 =2
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Click the button below to view a quick tutation how to use thiICM Auth.tab.

Video Tutorial
MCM Auth.

ACCOUNTS TAB

If you are using Patient Accounts to keep track of charges and payments, you can setup codes unde
the Accountstab to link to a patient or charge in order to report on any of the codesgyeate and
establish default statement settings optians

~ Settings & Directories
Specific 1o ladradual I Group Level Settings & Deeciones
ESesllefechendy ServiceMod Codes  LabNeg Profocels Meds Profocoly Provider Oitectory lnawr Pavers [heragy Gecups foomats MCMAME,  Adcuch  Celendar Infecralizos  Moce
Codes I Statement Selings Ogtions
Payment/Adjustment Codes Billing Codes Settings
' AR Posted by Anca Reca |2 [ GOVT Covernman inswrssce 1= When a new Service Charge i added
o u"_l :::.-n = lu"'_" for 3 patient who i not marted a8
R oz by Emme Ropss sell-pay, wiich party should owe the
Code Code taunce? on
) m Powed by Jane Moo, [: D @ mnce
w Auszratically ywich the respoosbity to
Patert ¢ the Pateot has 20 Secondery
sirance or has Secondary, but o
COPAY Tertiary nsurance snd there &  balance
remaiing after e azpicaton of ary
[ Prmary Rasrance paymentaaduatnesty.
O ] CIPA Ao Responsidity Switch
Alows §roup ablty 1o override Autopost
Contractesl Aduatments Not needed ¢
00 1 Manusl nswance Post only.
R PAAP Aqustment Override

CODES

In the Codes tab on the left, tfeayment/Adjustment Codesection can be used to setup a payment
code and description. When you post a payment in Patient Accounts, you can link these codes to the
payment in order to report on them at a later time. The codes must be linked to a payment in order tc
be able to reprt on them.

1.
2.

Click thd® =« button to create a new code.

Enter the Code you would like to use.
Code

[ ]

Enter the Description for the code.
Description

Click thdd_===__1 button to save the code, to delete the highlighted entry.
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Payment/Adjustment Codes

1) AR Fosted by Anna Redsick |2 |8 New |

2 ER Fosted by Emma Royds c

2 JM Posted by Jane Moody
Description

4) LD Posted by Lotta Dinero Test Patient Fee

) COPAY  Front desk posted these

copays from patients
Gl LF Late Fee
Sa

T TPF Test Patient Fee

O pelete |

1 ABIlling Codedist can be setup in a siitar 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 thd® s~ _Tbutton to create a new code.

2. Enter the Code you would like to use.

3. Ener the Description for theode.

4. Select thdd _s=+=__]button to save the code d@ m===_]to delete the highlighted entry.

Billing Codes

1) GOVT Government Insurance
Payments

2) COMMER Commercial Insurance
Payments

3) COPAYS Copayments from the
client or responsible party

4) REFUMD Refunded toc appropriate
party

5) MISC Miscellaneous Fees

) TBC Test Billing Code

E}' Newr |

Code

Description
Test Billing Code

1 Additional Settings to control where responsibility is assignedhether patient or insurance
and how responsibility is switched can be controlled to the right of the Billing CodeBAab.
Auto Responsibility Switchvill automatically switch the respoiislity to the patient if the
patient has no Secondary Insurance or has Secondary, but no Tertiary Insurance and there is
balance remaining after the application of any Primary Insurance payments/adjustnirenisP
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AdjustmentOverride allows group abilif to override Autopost Contractual Adjustments. This
setting is not needed if your group is Manual Insurance Post only.

Settings
When a new Service Charge is added
for a patient who is not marked as

self-pay, which party should owe the

Y
Lo e ) Patient

@ Insurance

Automatically switch the rezponsibility to
Patient if the Patient has no Secondary
Insurance or has Secondary, but no
Tertiary Insurance and there is a kalance
remaining after the application of any
Primary Insurance payments/adjustments.

[ 1 PA Auto Responsibility Switch
Allows group ability to override Autopost

Contractual Adjustments. Mot needed if
group is Manual Insurance Post onby.

B PA AP Adjustment Override

STATEMENT SETTINGS OPTIONS

In the Statement Settings Options tab on the right, you can establish default settings for account and
batch statements, which are applied to all patients (unless unique statements are set on a per patien
basis in their individual Patient Accounts).

Settings & Directories -

Seailemechesds SecviceModCodes LabMeq Profocoly  Meds frofocoly Provider Dvectorr loose Payers DhecagyGrowes Coomats  MOM Auth,  Acccuon  Calendar biearatomy  Mote

Coces l Statement Satings Optons
Account Detautt | Batch Defsult
Account Default
X Add the text “Please pay Balance Due within 30 [ Inchude Patieet Check # In Payment Details  Show Clinicians’
days from Statement Date™ X Mciude Credit Card Paymest isfo NPt CMedte DT
C ally
Chmcran o Wcints Mowsiers Return Address Location  Billieg Address Location
Incisde Next Appointment Date Hokey Pokey Counselng 1 Hokey Pokey Counseling J
Exciode inswrance From Payment Amounts
ciude Signature Lines Statement Note:
Hide Adstment Amounts Show Account Aging
Hide Charge Amounts X Show Balance Forward
Hide Clinician Name Show Disgnoses
Hide Dates of Burth Show Insurance Balance
Hide Description X Show Last Payment Date/Amount
Hide nsurance Payment Details 5 Show Patient Balance Ffe:p:«m Pacy G rior 2 Secondary Ins
o™ < Dotalls abent Guaranior 2 Secondary Insured
e % Sodt Services New To Old Guarantor 1 Primary Insured
Hide Total Batances
Use Guarantor 1 Address If Avallable & Replace “Make Check Payable To™ with:

Pavent is 1101 Responsible

Groups who are enabled for additional integrations, such as BillFlash statement generation, may see
addtional statement settings. These additions are differentiated in red text within Account Default an
Batch Default settings.
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Please click the button below to view a quick tutorial on how to useftteuntstab.

CALENDAR TAB

In the Calendartab are two distinct settings which can be set by Group Administrat®esdtings that
Individual Users can Overrided Group Level Only Settings

Settings & Directories
™ (o Level Seftings & Diectaries

41550 1 Soa SN Al 892 LR Abve Deen Mivel Lases e M et
SeaieSechedds ServiceMod Codes LabBeq Protocols Meds Protocoly Provider Dwectory inawrParers Dherapy Growes Esomaty MCMAMH, Acccuen  Calendar infesrabions  Mere

Setsngs that Indhidual Users can Override @ Group Level Osly Sottings ~ ©
e Kale Prements - s " Seush
(n mrutes) '—5,
start day at 20700
(setect 0 fo mdoght) e
end day at 19:00:00
et 24 a0
defait ac0t duraton ) I
(i meutes)
refresh ntervel S |

(Pumber of mwrwutes between
wtoqefresh)

show weekerds O

prevent double 0
of a medicare padent (wncest

e canceled appontments (] v Canceed reschaduind)
e reschedued sopontrents [ only group admn may [ warn before double booking [
@ not enter aTent patent addjede/ddete Bock ot  medcare pasent

R D retesdofson o &
rotehoight ® e
The Ralirwing Semings are ooty rumber of cokmes to D
wrtoroed afer a rew b dephay

logen
how ek count O
show schedued devoans ooy O

In Settings that Individual Users can Overrideettings selected in this area will default for each
staff/clinician account unless the staff/clinician establishes individual options within their personal
calendar. Individual user options supersede group options.

Settings that Individual Users can Override e
time scale increments

{in minutes)

start day at :00:00

(select 0 for midnight)

end day at 19:00:00

(zelect 24 for midnight)

default appt duration \II

{in minutes)

refresh interval :I

(number of minutes between
auto-refresh)

show weekends

hide cancelled appointments

hide rescheduled appointments

do not enter current patient
in new event

note highlight

K ODOO O

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

Ooad

show scheduled dinicians only
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In Group Level Only Settingsedtings selected in this area will always be the default for each
staff/clinician account during each login session. The individual user has no way to override these
options.

Group Level Only Settings 0

Double Scheduling = A dinician Double Booking = A patient is
has more than cne appointment scheduled with more than cne
scheduled in the same time slot clinician in the same time slot
prevent double scheduling 0 prevent double booking 0
{esecept over {esecept over
canceled rescheduled) canceled/rescheduled)
warn before double scheduling B4 warn before double booking []
prevent double scheduling [
aver blodk outs Double Booking Medicare =

A patient with currently active
Medicare primary coversge is
scheduled for more than one
appointment on the same date
prevent double booking O
of a medicare patient (except

owver canceled/rescheduled)
only group admin may ’
addjecitjdelete block oute R =
show type color |
instead of status color

nurmber of columns to
display D

Please click the button below to view a quick tutorial on how to usedakendartab.

INTEGRATIONS TAB

Thelntegrationstab contains additional settings for customers utilizing integrations with ICANotes,
such as Kno2 for electronic transmissiorpafient records. Please consult with your Account Manager
or with ICANotes Support for configuring these settings.

_Settings & Directories
Soacifie 1o Indnadusl [ (o Lerel Settinga & Diectanies

Sesieferterds SecriceMod Codes LabSeq Proocoly  Meds Protpcoly  Provider Oiwectoey fnaue Pyvers Thecapy Growos Foomals MOMAUh,  Acccusty Calender Slacadcoss  Maoce
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MORE TAB

Within the More tab, you can make further changes to your group level settings and directories.

Settings & Directories
| Specific 1o Indeddual Group Leved Settngs & Ditecloties

‘“‘*' Lodes Labfieq Profocols Meda Profecols CrawiderOirectory loase Paxers DemagyGroves Cocmats  MOM A, Accowots Calendar oieqraioon Moo

| Sue st | aaz | Mscallanecia Bulss G Tevalaim i

SITE STAFF

TheSite Staffsection is useful for organizations with multiple locations. Use this tab to assign cliniciar

to one or more sites/locations. When assignedatsite, clinicians will only be able to retrieve charts for
patients being seen as that site when searching for patients in the Chart Room.

Note: This feature must be enabled by ICANotes Support. A Security Administrator should €#6B443
8778 or submit ticket viaticket@icanotes.cono request this feature be enabled for your group.

o0k whpE

~

TheFilter by Sitecheckbox organizes the list by site/location.

ThekFilter by Cliniciarcheckbox organizes the list by cliaic.

TheSiteselection dropdown list will narrow the list per site.

TheClinicianselection dropdown list will narrow down the list per clinician.

Click on thePick a Sitanenu and choose the site you want to assign to a clinician.
Click on thePick a Ghicianfield and select the clinician you are assigning from the
dropdown list.

Click thd__sssimsam__| hytton to save the assignment.

Each assigned clinician/site will be itemized in the listing below.
Settings & Directories

StesleGecteads ServiceMod Cofes Lab Beq Protogoly Meds Protocoly Provider Dwectoey inawr Papers Ihecapy Qrowes Eoomaty MCM AV, Accounty Calendar infeqraliony L

Suesun | e | £ | Clacen Temctaw

Contact ICANGtes Support at (443) 569.8778 i you want this feature turned on

. 2;,“, y Cinician
774__:_;__,-:&—] Senciac ) o]

F:"‘P‘ *ang TWMR 5, RN X =

(6]
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Click the button below to view a quick tutorial on how to use 8ie Stafftab.

Video Tutorial

More Tab

MAR

The Medication Administration RecoIAR) is frequently used by inpatient facilities. If your facility
intends to use the electronic MAR in ICANotes, you canguanafispecific times of day to be associated
with the medication timing options used for dispensing a medication. Once configured, the
administration times will be automatically pushed onto the MAR.

Settings & Directories

Sarage iy ibe Diaft Autes 3nd FATe Dean mivad unter 1he Ao et
odes LabSeq Protocels Meds Proecoly Previder Dwectory lnwir Payers Decapy Groups Eormats MOM A, Agtownts Calendar Isearafioey Lics

Sae S | ey 7 Rudes | Ciain Yacolam

nigtor Medication

Medication Timing 1 2 3 3 5
QAL v 0900 =
QPu 2200
Daily v 0000
QH3 y 2200
a Hout of Sieep | 2200
8ID 0900 1600
TID v 0000 1600 2200
Q0 o 0900 1300 1700 2100
every 8 hes 08600 1400 2200

Note: Any group intending to use the MAR must attencaining with a clinical education specialist.
Please visit ouwebsite training schedul®r emailticket@icanotes.conto request MAR training.

[MISCELLANEOUSLES

TheMiscellaneous Rulesection has several features you may wish to enable for your group. Before
your start creating, it is suggested you click (=1 button to highlight the required and optional
fields for electronic billing.
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Settings & Directories
Specifc B Indrodual [ Group Level Seitngs & Mirachodies

Stesfefertesdy Sovsceod Codes ek Seg Pvotopols  Megs Profoogly | Frosder Qisctory  loeaw Powers  Thersow Orouss Commats MM Aath  Actownty Calsrds  egratony  Liom

= = | R | Tog

B Chck if Hote is Ciaim-Ready Snical Rremindsr Ryl Latency  Lnk Rk
B Fagiing Labs by Delsull e Jritial P5yohiate: Exam (] Hours PayMD | w1~
e Unigus PaisntiDe 19 Iritial Mufsing Exam E Hours R x
Iratial TR 2 Hiurs Thar X
Fonward Paients Telaphant Intake Notes To
- = Followup TP 90 Haurs Thar | &
Eslling Noles (Patent Accounts)
Wiscemaneous Holes (Demographics X
Pagi Paychigiic History (Complete Evaluation Nole)
Caxabion walses for Bilng Sendoe CoMbos
10-15 min
15-20 min
20-200 ey
bes-50 rein

570 min
[T 581 rmim

2

B 22 m
E3-27 i
BE-52 min
Ei3-67 rmim
B-82 min
[E3-87 min

On the left, you Wl see theCheck if Note is ClaifReadycheckbox. If you submit claims
electronically or print HCFA forms regularly, then this box should be checked so that the syste
automatically reviews each billable note when it is compiled to see whether it hiweall

elements to make a valid claim.

TheFasting Labs by Defautheckbox can be checked so that when a new lab test order is

I RRSR Al gAff 06S YIFEINJSR lFa acladAay3dé oe RS
If your account is enabled for generating unique patient IDs, us&ltheé Unique Patient ID#

field to indicate the starting ID value.

C2NBINR tlFGASYy(iQa ¢ Biieod gab detidé if yol vanthe intdka ¢
notes from the telephone intakto go into various areas within ICANotes.

TheDuration Values for Billing Service Combsection is a typen field where values can be

input for billing purposes.

On the right, there are a number @flinical Reminder Ruleshich can be configured to control
the timing of due dates for various patient documents from the time of admission. Once these
GAYS AYyiSNBItfa KIS 0SSy SaidloftAakKSRI 2@SN
Clinician Reminder Sheet for easy \lgipinto items which require attention.

Note: This feature must be enabled by ICANotes Support. Please c&688378 or submit a ticket
viaticket@icanotes.conto request that this feature be enabled fooyr group.

Clinical Reminder Rules Latency  Units Bole Delete
Initial Psychiatric Exam | a0 Hours PsyMD | 3 &
7 o LR x
72 | e | Ther ] x
90 [ fours J[_Ther_| x
1 L Tx]
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CLAIM TEMPLATES

TheClaim Templatesection can be utilized by inpatient facilities to build templates ofgeéned
fields for populating institutional claims from within ICANotes.

1.
2.
3.

CONFIGURING INDIVIDUAL SETTINGS

| .l

Click thd®=_mew _ |putton to start creating a new claim tensik.

Give the template a Template Name.
Fill in the predefined fields by type. Each number represents a different box number

within the institutional claim.

When finished, cIic to saveto cancel, oto delete

the selected claim template.
Each clan template will be itemized on the left. Click on one to view or make changes.

Settings & Directories

Sesleerteads ServiceMod Codes Lab Req Profocoly Meds Promcoly Provider Dwectory losse Payers Thetapy Growes Eommats MOM At Actounts Calendsr Isearationy  Lixs

Sus s I e [ fudes [ G Tacelaim

(s S QU= T T ]

= Template 2133

Template hame [Tomgiats 1- 834 ]
9 & Type of Bl

WAsmaType I ]
16 Admt Source [ |
17 Discharge Suates 7|
18 Condition Code ||
19 Conattion Code [IT__|
31 Occurrence Code E
32 Occurrence Code 01|
33 Occurrence Code BT |

In this section, we will review each of the tabs that appear urgjszcific to Individualn Settings +
Directories.

1 Click on theéSettings + Directoriedrawer in the Chart Room, as shown below:

48
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Behavioral Health EHR

Chart Room for Crystal Docs working at [ West CoastClinic___ || &2 | "aree |

-\,M.\.c'muﬂ.-l:- [ 2 Pamaing w || the Prmemmey bing |

vt Pttt M. 1D, M aend, DOR | nfunin | P ¢ 3100 resmivs
(st | e © (@) ()
N-
= T Ladit Maris =]
— Mikes
= A Mew Chan
el Calendar
Son Al AR
Ll o) Rounds/VTTALS
Therapy Groups
Charts | =

Click on B name to gat B pationt’s churt
Howes carsor ovnr name for meone dedails.

[ooiTokiea s [ comteatve |

1 The Specific to Individuatab will be the default window displayed when navigating to Settings
& Directories. If you are a group adnstrator, youhave the ability to configure settings for all
users in your group as all accounts are itemized within the left side of the windowgihdop
administrators will only be able to view and modify their own account settings.

Group Administrator view:

Settings & Directories
Specific (o Individual Group Level Settings & Durectories
You sre slowed 10 see all Group MeMoers because you are 8 Grosp I
Hame Crystal Docs
National Provider 10 9908887776 Supervisoe(s) can et notes owned by Crystsl Docs
AN Natooasl Provider 10 =
Medical License Number
DEA Nomber XAS745447 Sutcaste Novier
Federai Taxia 46.581815464 s oen L <SeedaCinaan: ]
Al ¥t Federal Tax SSN EIN Sepervisee(s) Crysial Docs can e potes owned by those
AL £2 federal Tax i ssu BN v 0
[JoyZepp.MO.P50 00
Taxomomy Code  (Moved to Payer
B4t Under Superviser Rutes tab) -
Medicaid 10 #
WU/ WIPS 1 COM
Cuas o

Emat Cry o iy T Switch User
Initisls CP @ ]

User Type Office Tor Gov't clains
User Fachity Type  Inpatient  Outpatient Accept Assignment  Yes  No
User Name  Crystaldoc UseriD 106628 Status ® Sole
Geoup Name Documentation Group Member
Geoup Admunistrator @ Yes  No O T5ous User
My Security info_|
Vaercs Options_| SO A .
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NonGroup Administrator view:
Settings & Directories

Seecific 10 ladradual Geowp Level Settings & Ditectogies
Crystal Docs Personalinto [ Caseload | 010 Codes | Cuslom Buttons Dewice  Reslore Deleled
e Name cryslaigoc " rr————— -
Idensty I Ogtions Calendar Ootions.

Name Crystal Docs
Navonal Provider 1D 9998887776

Medical License Number
OLA Nomber XABTAS447 Somine Numier
Federal Taxid 46.581815484 SSN e BN

Taxceomy Code
Bl Under Supervisor
Medkasd 1D 8 Accept Assignment Yes No

Cuas Renderng Status & Sole Practitoner
Emait Crystaisdocumentationgicanctes.com Growp Member
innals CP

User Type Office

User Facilty Type lepatient Outpatent
User Name Crystaldoc User 0 106623
Group Name Documentation
Group Administrator Yos © No

Peay.
Secwrnty Center Change My Password| oc i

Additional buttons appear along the button of the Specific to Individual area of Settings and
Directories

Security Center
My Security Info
User CS Options

l Show IFWSI”GMWM Reauitad Optiong)

1 Security Center; ICANotes usersetup as Security Administrators for a group can enter this
passwordprotected area (using their same password) to update user accounts and apply
additional group level settings. They can add/disable users, reset passwords, and change
permissions.

1 My Secuity Info ¢ Users can check their email address is unique, as well as retrieve security
questions and answers from the Upload Site. If a user calls into ICANotes Support to reset the
account password, these security questions may be used to help cahi@imdentity.

1 User CS Options Accessible to Group Administrators, User CS Options allow you to set the
default options at the user level for all clinical summaries, such as whether to include medical
history, diagnoses, medications and more.

1 Change MyPasswordg Users can opt to change their ICANotes password at any time. It is
highly recommended you log out of your account following a password reset, then log back in.

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

1 Show Fields Used by Electronic Billig§Vhen this button is clicked, all fields required for
electronic billing will dplay in yellow, with optional fields will displayed in pink.
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PERSONAL INFO TAB

Settings within théPersonal Infaab pertain to your identity and personal preferences. When you first
SYyiSN) {SGadAay3a g 5AiNB QéritNde&iénDf this 2abzhfPérsomalnfatyduz |
will also acces®ptionsand Calendar Options

\dentity ] QOptions \ Calendar Options ‘
Name Crystal Docs
National Provider 1D 9998887776 Supervisor(s)
Medical License Number o
DEA Number XAB745447 Suboxone Number =
Federsi TaxId 46.581815434 SSN ® EIN [_<SelectaCliniian > _] | Assige Supervisor
1 eral Tax id $S) E Supervisee(s) Crysta t not i
Joy Zepp, MD, PsyD =
Taxonomy Code Moved to Payer
Bill Under Supervisor Rules tat =
M
ediceia s MU 1mips rcam [
CUA®
Email Crystalsdocumentation@icanotes.com é:;::o""” Switch User Type

Initials CP

User Type ~ For Gov't claims
User Facility Type Inpatient Outpatient Accept Assignment Yes No
User Name crystaldoc UseriD 106628 Rendering Status @ Sole Practitioner
Group Name Documentation Group Member
Group Administrator ® Yes No [J TSPuws User

On theleft side of theldentity tab you can enter your:
1 National Provider ID (NPI)

Alternate NPI

Medical License Number

DEA Number

SuboxoneNumbertFederal Tax ID

Alternate Federal Tax ID (1)

Alternate Federal Tax ID (2)

Medicaid ID #

CLIA#

Email

Initials¢ initials display on note previews within evergt G A Gaftifa@elias a means for quickly
identifying which provider the note belongs to

=2 4 4 42 45 45 45 4 4

Additional details will also display which cannot be edited from within this screen, either because the
require modification by a Security Administrator in the Security Center, or because they are default
fields set by ICANotes:

1 Nameg this is set by youSecurity Administrator in the Security Center

1 User Type; this is your assigned discipline and is controlled by your Security Administrator
1 User Facility Type
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User Name

Group Name this is an internal designation by ICANotes

Group Administrator

TSPlugJserc if checked, this box indicates your account is setup for TSPlus web access

= =4 4 =2

On the right side of the Identity tab, you can view or modify the following settings (CliC_=="]
button to highlight any required and optional fields for electronic billing):
1 Supervisor(sx, Specify one or more supervisors for each provider. This featilrallow the

adzLISNIBAaAY3I OfAYAOAlLY G2 KIF@S SRAG | O0Saa
supervisor setting may also be used to grant access to billers for claim preparation purposes.

1 Supervisee(sy Any other user for whom you are desajed a supervisor for will have their
name displayed here. For all users named here, you will have edit access to their notes.

1T MU/MIPS/CQMc This designation is controlled by the Security Administrator in the Security
Center.

1 Temporarily Switch User Ty Clicking into this dropdown field will allow the user to
temporarily appear as another user type or discipline for the purposes of accessing fields with
notes that are specific to that discipline (such as prescribing providers, or when a nuige fills
for an intake coordinator). Additional temporary user types may be assigned by the Security
Administrator in the Security Center.

T C2 NJ D2 @ Qlfiyod atckepk godernment assignment for Medicare payments, indicate so
here. Also indicate your rendeig status (sole practitioner or group member).

Click the button below to view a quick tutorial on how to use lithentity tab.

OPTIONS TAB

UnderOptions you can enter the following information. Before you start, it is recommended you click
the (=] button to highlight the required and optional fields for electronic billing.
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Identity QOptions Calendar Options
Signature At End Of Note =9 Options at Logon:
o Crystal Docs Clinician Reminder Sheet (8 Show ¥4  Telehealth
Navigate to Simplified PN []
e Electronic Signature Name Level of Care Writes to: O History O Instructions
Finished Note Header Name @Qﬂmﬁﬂﬂm&ﬂlﬂﬂl@i
Clinical Decision Support Rules R show Diagnostic Algorithm Show
9 Patient Education Matecial [ Use Military Time
Default Site/Letterhead Name Include Medical History  Yes @ No
o West Coast Clinic | Include Notes/Risk Factors i
Include Diagnosis @ Yes Omit All Omit Axes Nl to V
* 5 Use Custom Rx Letterhead? [J Include Medications ~ Yes | N
Rx Discount Card Enabled []
QQRM.S_LQLM.,EO}!&
Batch Deletion Enabled [J
Timezone 5t u @ Default Note Titles I
elative to GMT) atra Show Clock at startup? [
" Defauit Discipline & Complete
-5
] chrsmh Show Clock Now ¢ A Note Type
ignore 05T ]
@ Default Note Headers |

. Signatureat End of Noteg Enter your signature information as you would like it to appear at the

bottom of your notes. This is not the same as your Electronic Signature.

. Electronic Signature NameYour Electronic Signature Name will populate when the electronic

signature is generated for you by ICANotes Staff.

. Finished Note Header NamgEnter your name or practice name here as you would like it to

display at the top oéach note, above the letterhead.

. Default Site/Letterhead Name If you have multiple sites, you can use this dropdown field to

aSt SO0 GKS aAiGsS @&2dz FNB g2NJAy3 0d ¢KAA GA

this site as the Facility Location for each note created.

. Use Custom Rx LetterheapBy clicking the Yes checkbox, you can override the letterhead of your

ICANoteggenerated prescriptions (within standard medications) with whichever letterhead

information is entered here.

. Timezoneg(Relative to GMTY, Please enter the number which correspls to your local time zone

in this field. Changing this number will only change the time on notes and other timestamps goinc

forward and will not impact alreadgreated notes.

. Show Clock at Startug Some clinicians may have ICANotes maximized whidk®lhe view of

the block on your local desktop. We offer a small clock that will display in the lower right corner o

your screen when you are using ICANotes. You can click the checkbox to have the clock start

automatically when you login, or when youcklithelSheweieskiiow| hytton to start displaying the

clock right away.

. Options at Logon

a. Clinician Reminder SheetClick the checkbox to automatically display the Clinician Reminder
Sheet each time you login to ICANotes. When enabled, you will see this report beéong the
Chart Room.

. Options in a Note

a. Navigate to Simplified Note Click this checkbox to enable the Simplified version of the
Progress Note rather than the full version.

b. Level of Care Writes tq Specify whether the Level of Care should automatically write to either
the History or Instructions within a progress note.
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10.0Options When Compiling Notes
a. Clinical Decision Support RuleClick to enable showing Clinical Decision Support Rules. Thes
rules show detailed information via a pap window when certain actions are performed in
ICANotes ands required in order to@mply with Meaningful Use
b. Patient Education Materiaf Click to enable the ability to print Patient Education Material for
medications and/or diagnoseshis box must be checked if you intend to attest for Meaningful
Use incentives.
c. Diagnostic Algoritim ¢ Click this box if, as a prescriber, you would like to review diagnostic
algorithms for justifying psychotropic medications and treatment modalities for your patients.
d. Use Military Timeg Check this box if you would prefer a-Bdur (military time) abck instead of
a 12hour clock.
e. Include Medical History Choose between the available radio buttons to specify whether to
include Medical History within your patient notes.
f. Include Notes/Risk Factors Choose between the available radio buttons to spewihether to
include Notes and Risk Factors within your patient notes.
g. Include Diagnosig Choose between available options to specify whether to include diagnoses,
omit all, or omit only Axes-V in your patient notes.
h. Include Medications; Choose betieen available options to specify whether to include
medications within your patient notes.
I. Rx discount Card EnablegChoose this checkbox if you would like to enable the Rx discount
card. Contact ICANotes Support to have this feature enabled for youpgr
11.0Options for AutoPosts
a. Batch Deletion Enabled When this checkbox is enabled, the user will have the ability to batch
delete remittances from within the Auto Post Reports window. When not enabled, remittances
can only be deleted one remittance atime.
12.Telehealthg Click thd_Temeam | hytton to viewyour assigned Telehealth Token. This code will only
display if your account has been enabled for Telehealth by ICANotes Support.
13.Default Note Titles; Click the Detault Note Titles | button to view options for applying default

note titles to various types of progress notes. This will replace the default name for each note typ
. Lo . Dafault iscipline & Complebe
14.Default Discipline & Complete Assessment Note Typ€lick the Assessment Note Type button

to set a custom default Type andsbipline for the Complete Assessment.
15.Default Note Headers;, Click the Default Note Headers | button to set the Progress Note initial
header, or set no initial header, within progress notes.

Click the button below to view a quick tutorial on how to use @@ionstab.

CALENDAR OPTIONS

In the Calendar Optiongab, there are settings which can be set per user for both the Legacy and New
Calendars.
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identty | Ostians [ Catendar Options
For the rest of
this session
S4izings MIRCted in this S0ea will Salsul 1 this S/ dlinician
Calendar Thasa individusl cptions supeneds group options.
Indiveiusl Group
time scale increments -
{in mirastes) 15| Doy, com
start day at 8200200
{select 0 for midnight) | “ | showweekends O O O
end day at | '| 19:00:00 I hide cancelled appantments 0 O 0O
[select 24 for midnight) - meris 0|0 |1
default apptduration [ | 30 | i
(i mirustes) dum‘tcﬂh:fu.fmﬂimbcn:o (o in|
n
refresh interval 5 | new e
(Pumber of mrutes maximize calenclar window [
batwesn auts-refresh)
startonview [ Reauies ew Logen)

Choose which version of the Calengau want to use for the entirety of your login session.

For the rest of
this session

Here you can decide what to show on your Calendar. The default group option will display, but
individual users may override these optiofifieStart on Viewfield is for setting the type of catelar
view you wish to see by default when you load the calendar.

Please click the button below to view a quick tutorial on how to usehlendar Optionsab.

Video Tutorial

Calendar Options

CASELOAD TAB

TheCaseloadrea shows the caseload of the clinician selected on thenliste left column. If you are
a Group Administrator, you will see all clinicians in your group listed. If you are not a Group
Administrator, you will see only your own account listed.
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ilCAN()teSD' !_]cn.n Room

| settings & Directories

Specific to Individual Group Level Settings & Directories
You are allowed to see all group members because you are a Group Administrator [
1) Amy Peacock <] [ personalinto | Caseload | Biling Rates & Payer Rules | ISD-10 Codes | Custom Buttons | 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
Bl Bear, Goldilocks 2/18/1992 2004696083
4 Emma Royds, RN
User Naroe: aroyd B)  Bums, Charles M 6/25/1917 2004684335
5 Frank N. Stein, LCP B 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
Lses asae. hocdy I Mouse, Micky 3/31/1950 2004696275
7) Joy Zepp, MD, PsyD 5
o Smith, Beth 6/18/1976 2004696098
8) Lotta Dinero: B Smith, Summer 6/5/2000 2004690951
User Name: Idinero 10) Test, Charlotte 2/18/1992 2004696085
1) Test, Katherine 1/10/1949 1000010670492
12) Test, Lisas 1/8/1972 1000010670496
‘Show Inactive Charts Assign Provider < Select a Clinician >
Please Not: wst have 8 characters and at least
Security Center Change My Password | one letter a One of the letters must be capitalized.
S My Security Info The passw clude the user name and shouid not be
T U User CS Options e e

The left column (within the Caseload tab) displays patients assigned to the clinician selected on the |
If the total number of patients is need, scrolling to the end of the list will provide a total count, as the
patient list is numbered.

Use the butons located underneath the column to Print or Export the caseload listing, Show Inactive
Charts, or Show Only if User is Principal. These last two buttons will function to filter the caseload
listing by the chosen option.

The right column lists any aduinal clinicians who are also assigned to the selected (from the left
O2fdzyyyv LI GASYydiQa OKINI® ¢KAA AYyOfdzRSa Of AyAc
LI GASYGQa OKINI® | 26SOSNE AT |y this orkeh he designgtian |
gAft y20 FLIISIEN gAGKAY 5SY23INILKAO&A Ay (0KS LJ
who have been assigned under tRersonal Infaab.

To assign a provider here, click fl=SelectaClinician>__| g Select a Clinician from the dropdown
field, then click thd__Assian Provider | pytton,

Click the button below to view a quick tutorial on how to use @eseloadab.

BILLING RATES AND PAYER RULES TAB

TheBilling Rates &Payer Rulesab is setup specific to the individual. If you are a Group Administrator,
you will see all clinicians in your group listed. If you are not a Group Administrator, you will see only
your account listed. Before you start creating, it is recomneshgou clickhe buttonto highlight the
required and optional fields for electronic billing.
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ICANGEET) | fonartroom |

Settings & Directories

T Amy Peacock [=] [ personalino | caseload | Billing Rates & Payer Rules | 1CD-10 Codes | Custom Buttons | | Device | Restore Deleted
User Name: apea
2 Anna Recksick, MD Bliling Rates Provider Payer Rules Billing Service Combos
User Name: arecksick
3) Crystal Docs
T Eoma Rova. A Billing Rates for Services (for jzepp) %
User Name: eroyds Print
5) Frank N. Stein, LCP
User Name: fstein Set Service code drop-down Full Short
6) Jane Moody, LMFT Procedure Code Modifier(s) Insurance Payer Bllling
User Name: jmoody 00000 non-billable s b $0.00 | %[~
M Joy z"’?-_"n' PsyD 00001 Broken Furniture x
5 'i:':'[';:‘;” 36410 Blood Draw v ][ s35.00 | %
User Name: 1Sioess. 80101 Urine Drug Screen ¥, V|| $50.00 |
80104 Drug Screen, Multiple 4 V|| $75.00 | %
80304 Drug Screen o V|| s$6500 | %
90833 Psychotherapy 30 min. with EM services| | $125.00 | %
90836 Psychotherapy 45 min. with EM services| v ~ || $150.00 | %
90838 Psychotherapy 60 min. (53+ min.) with | 25 Astna V|| $50.00 |%
90838 Psychotherapy 60 min. with EM services| ~ | s175.00 | %f<]

Please Note: Passwords must have 8 characters and at least
Change My Password | one letter and one number. One of the letters must be capitalized.
< My Security Info The passward should not include the user n:

ame and should not be
the same as the previous password.
X= TSPlus User User CS Options P

Click the button below to view a quick tutorial on how to use Biding Rates & Payer Rul¢ab.

Video Tutorial
Billing Rates & Payer

Rules

BILLING RATES

TheBilling Rates for Servicesection is where the amount charged by the provider for each type of
service is entered. A different amount can be charged per service code when a modifier is used. Sor
insurance payers require these tvdigit codes, such as for telehealth services.

Personalinto | Cassiond | Biling Rates & Paver Rules | ICD10 Codes | Custom Buttons | Reminders | Device | Restors Delsted

Copy
Billing Rates for Services (for crystaldoc) Paste
Print
Set Semvice code drop-down RSt Ful Short
Procedure Code Modifier{s) Insurance Payer Billing Rate
99201 (OfMce / Qul pt. Mew) - GT Yl $T4.00 | X~
G0458 Telehealth Pharmacologic = G0 “ | §116.00 | X

Different rates can also be set per payer. However, this is usually not necessary as payers generally
have a predetermined amount that they will pay per service, regardless of the amount that is Gitled.
for Group AdministratorsWhen setting up ratefor a new group, it is helpful to use the Copy and
Paste buttons to populate rules between providers, rather thaxeneating lists for each provider.
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The short list is a list of service codes used most often by your group. A Group Administrator ¢an cre
I 3INPR dzLJQ& & K 2 NXbrodpAevel Setigs &@racioriitabiatthe tofK & the screen, then
selecting theService/Modifier Codesab.

1 To enter billing rates, select a code using the dropdown arrow in the left column titled
Procedure Coe.

Enter one or moréModifiers, as needed.

Enter aninsurance Payeif you want to assign a specific rate to a specific insurance carrier.
Enter theBilling Ratefor that service in the last column on the right.

To delete a billing rate rule, click tihed Xto the right of the billing rate.

Selecl__Conv |10 copy the entire list of service codes and billing rates.

Selecl__Paste g paste the previously copied list of service codes and billing rates to anothe
user.

1 Selec to print the entire list of service codes and billing rates.

=2 =4 4 48 48 2

|PROVIDER PAYER RULES

The Provider Payer Rulesectiondefines what information will be added an insurance claim, per
insurance payetr.

[ Billing Rates [ Provider Payer Rules | Billing Service Combos
Copy
0 Payer Rule(s) itor crystaidoc) Paste
Print

Joy Fepp, MO PayD T =
X123456789 X9ETHS4IN X
X111222333 XA44555666 Anns Recsick, MD ﬁ

nane

1. Since all fields except for tHgll Under Supervisoare blank in the example below, the chosen
provider (Joy Zepp, MD, PsyD) will be set as the default supervisor for this user, meaning that
their billing information will be present on all claims if no other supervisors are defined.

2. ¢ KS &St SOs @mha Rasdrk) MB Sifddation will be present on claims when United
Healthcare is the payer, and the taxonomies specified in that row will also be used on the clair

Click theo icon to view detailed information about building Provider Payer Rules.
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Payer Rules

Defauit Payer Rule
Usedto define default rendenng & Billing taxonomy codes.
Detault codes will be applled when no other matching payer rule is found.
To define, legve Insurance Payer, Insurance Group Number & Sendce code tlank

Default Insurance Payer Rule
To define, leave nsurance Group Numbder & Senice code bank

Default Rendering Taxonomy Code
15 3l30 applied when user is 561 as 3 Dill under SUPersor

Insurance Growp Number & Service Code
When applfing payer rules, tey work togemer
ALL rules which contain only one are invakd and ignored
To send cifferent taconomies using this comdination, create 3 unique rule for each combination diled
Cniy the Senice code In the first position of 3 note Is makhed

Biting Taxonomy Code & Bill Under Supervisor
Béling taxonomy code s NOT overndden by bl uncer SUPeMSOr settings.
Applied payes rules with an emply diling taxonony code will cause ALL corresponding elements in ALL
related claims to also de emply

Auto Modifiers
Modifiers are NOT matched when referencing taxonomy codes NOR Dil uncer Supenisor informaton
Ris destto create rules for default aulo modiSiers without taxonomyy codes or bill under superdsce specified
¥ group has SetModifiers Based on CBR enabled. then payes rules will NOT be used 1o auto set modifiers.

BILLING SERVICE COMBOS

TheBilling Service Combasection will display content if the feature is enabled for your account. To
have this section enabled, Security Administrators should reach out to ICANotes Support for more
information.

Biling Rates [ Provider Payer Rules ] Biling Service Comhos

ICD10 CODB

ThelCDB10 Codegab allows you to create a short list of &D Codes for the user. This list is used in
the diagnosis fields of notes for a shorter list to choose from.
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‘I‘C‘ANOteSD _JchartRoom

Settings & Directories
[ Group Level Settings & Directories
You are allowed to see all group members because you are a Group Administrator
) Amy Peacock = lmTWTW]W MTWTMTW
User Name: apea
2) Anna Recksick, MD [ copy |
User Name: arecksick | Paste |
g [_Print |
) {Crystal Doce Short List of ICD-10 Codes (for jzepp)
User Name: crystaldoc
4 Emma Royds, RN ICD-10 By Code ICD-10
User Name: eroyds
5 Frank N. Stein, LCP . - ——
User Name: fstein Fa1.4 Generalized anxiety disorder, F41.1 (ICD-10) o X ‘\_‘_
6) Jane Moody, LMFT = |
User Name: jm Fa3.0 Acute stress reaction, F43.0 (ICD-10) ot X
7) Joy Zepp, MD, PsyD Fa419 Anxiety disorder, unspecified, F41.9 (ICD-10) o x|
User Name: jzepp F90.0 ron-defh s - £90.0 (ICD-10 |
8) Lotta Dinero ) ik NESERRA(ERA) o X
User Name: Idinero F84.0 Autistic disorder, F84.0 (ICD-10) e X
F31.5 Bipolar disorder, current episode depressed, severe, with psychotic features, F31.5 (ICD-10) B x |
F91.0 Conduct disorder confined to family context, F91.0 (ICD-10) ot X‘
. N N o N B S B0 {
F80.9 Developmental disorder of speech and language, unspecified, F80.9 (ICD-10) o X ‘Y_'
i 45.0 Somatization disorder, F45.0 (ICD-10) odit X"‘, |
Please Note: Passwords must have 8 characters and at least Fix
Secuuity Center Change My Password | one letier and one number. One of the letters must be capitalized CIIpb:ayrd
[~ My Security Info The password should not include the user name and should not be
T UserC30 the same as the previous password

In the ICBLO By Code section, click into the initial (short) field to earetCBL0 code byts code (ex;

F41.1), then press the Enter or Tab keys to populate the description in the next (long) field.

In the ICBLO section, use the three fields to search and enter diagnosis codes by type (¢59%01

Mental, Behavioral, and Neodevelopmental disorders), category (ex: Fi®l, F1019, F2629, etc.),

then subcategory (listing of specific codes within the chosen category)

= =4 4 A 2

To delete an ICI20 code, click the red to the right of the code.
Selecl__Comy o copy the entire list.

Selecl__Paste | g paste the copied list to another user.
Selec to print the entire list.

Select the =" button to change the description of the diagnosis code.

Copy
Paste
Short List of ICD-10 Codes (for joytemo) Ll
ICD-10 By Code ] ICD-10
F303 Manic episode in partial remission, F30.3 (IC0-10) X
F334 B e e LRt Customize ICD-10 Description e X
Fe0.3 Personality disorder, uns  Enter text that will replace the description "Manic episode in edt X
partial remission, F30.3 ICD-10) ",
Fag Unspecified mood [attecti o X
FB081  Narcissistic personality ¢ ot X
- - ———————————— New Description =
F43.0 Acute stress reaction, F4 ¢ e - S X
| parti F30.3 ICD-10)
F413 Anxiety disorder, unspec ~ b
Fa2 Obsessive-compulsive ¢ ﬂ' | max
Ve 1
Fa52 Tourette's disorder, F35.2 (ICD-10) o X

Click the button below to view a quick tutorial on how to use @2-10 Codedab.
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CUSTOM BUTTONS TAB

TheCustom Buttongab allows you to view and manage the custom buttons you have created in
ICANotes. When you first click on this tab, the system will automatically display all custom buttons
created throughout thesystem.

}ICANOE?Q ‘ _J chart Room

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

You are allowed to see all group members because you are a Group Administrator [
T Amy Peacock <] [ personalinto | Cassload | Biling Rates & Payer Rules | ISD-10 Codes | Custom Buttons | [ evice | Restore peletea

User Name: apea
2) Anna Recksick, MD

User Name: arecksick
3 Crystal Docs Custom Shared Buttons

User Name: crystaldoc Al
4)  Emma Royds, RN s

Button Name How Shared Contex! t Created By

User Name: eroyds
5/ Frank N. Steln, LCP 1) FN Group DischargeSummary_DataForm  Emma Royds, RN =~

User Name: fstein 2)  Prescriptions Group  DischargeSummary_DataForm  Emma Royds, RN
6) Jane Moody, LMFT 3)  safe/stable environ Group DischargeSummary_DataForm  Emma Royds, RN

User Name: jmoody 4)  No Side Effects Group  Nursing PN Emma Royds, RN
7
) :"Y :’PP-_"“’- PeyD 5)  No Previous Therapy Group  pniatry 1 Jane Moody, LMFT

jser Name: jzepp

6

8 Lotta Dinero ) Mgmt seizure disorder Group Referral Form Emma Royds, RN

s R eaie 7)  Possible Suicidal Intent Group  Risk Assessment Jane Moody, LMFT

Please Note: must hav 8 characters and at least
Fix
Security Center Change My Password | one letter and o r. One o (b capitalized Cllpb:lyn‘l
<1 My Security Info The ide ind should not be

X = T8Plus User User CS Options. i ke

1 You can display a subset of your custom buttons by selecting a particular area of the program
from the dropdown menu on the left

Custom Buttons (for joydemo)

¢| addiction
ADHD See List
ADHD sxs il
Adj Dis See List
Adjustment Disorder
Admission Notes
Admission Orders
ADR

Affect

-

WHE

]

[ 111

Anger
Anxiety: See List
ASAM Dim 1
ASAM Dim 2
ASAM Dim 4
Autism hd

[TTT1]

1 You may choose to highligfib red)a button on the lisor share it with your entire group by
clicking theapproprlate checkboxes next to a custom button on the list:

Button Name 1t Context
|1) Motherly g @ Play Therapy edit H

{1 By clicking the =* button next to a custom button, you can edit the name and content of that
specific custom button, share it with selected users or disciplines, or with the entire group.

T If you want to review the list of all shared buttons in your group, clic_shew Al shered euttons |
button in the upper righthand corner.

1 If you are a Security Administrator, you will have the additional benefit of reviewing custom
content buttons created by other users which have not been shared with the group.
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Please click the button below teew a quick tutorial on how to use th€ustom Buttondab.

)

REMINDERS TAB

TheRemindergab allows you to configure alerts that will be sent to you or your colleagues via the
Messaging Center

Settings % Directories

You are allowed to see all group members because you are a Group inistrator. [

Meet Hame Tnoffete=td Persanallnfo | Caseload | BilingRates & PayerRules | Custom Buttons | I T Bestare Deleted
[26) Israel Mireles

User Name: i mirslestestd
[27) iTap Test, RN

User Hame: itaptest Status From To Date Subject Patient Repeat
[#%) James Pride 1) Sent oy Tests Daniel Test, PhD.  |7/2i15  |Reminder: O

Uoer Hame pridstecti IEEEDR oy Test Anthony Kulesa Testl 742015 |Reminder. ]
290 James Test 4 -

" =1 Sent oy Testd oy Testd TS Reminder: O

Iser Hame:

[F0 Janina Test 4 H
User Name: janinstestd

213 Jay Monjon

User Hame: jaytestd
[32) Joel Test 4

User Mame: jtestd
%) John Test 4

User Mame: johntestd
[#4) Joy NoDrFirst

User Hame: joytestiour
1251 Joy Office,

User Hame: joyoffice
[#56) Joy Test2

User Mame: joytest?
72 Joy Testd

User Name: joytest
[ Jo Testd *l Please Note: Passwords must have & characters and &t least -

User Hams: joytastd Security,Center; one letter and one number. One of the letters must be capttalized.
P9 Justin Sevik Testd <] The password should nat inluce the User name and should not be | CHiBDOANd

same & ASSWOr

u
SE O

f You can start a new Reminder by clickingE_t=~__1 button.
1 A new window will open which will allow you to select from four reminder types: Patient,
Clinician, Staff, or Perform AIMS Exam.

For a Clinician Reminder:
1 Select the clinician you want the reminder sent Re€ipien).
1 Select theDateit should be sent, whether the reminder should be repeated, and at what
interval.
1 Enter aSubjectfor the reminder.
Type youMMessage
1 Link to this PatientZThoose yes or no.
Alf yes clickon the<Click to Selectfield to select the patient you wantlked to the
reminder.
AAfter you select a patiertheir ID# and DOB will appear. You will then have the option of
clicking on the field labelle@ontact viato select how the patient wants to be contacted.
AWhen you link to a patient, an icon will appearthe Reminder message. If you click on the
AO2y> @2dz ¢Aftf 6S FoftS G2 2Ly GKS LI GAS

=
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For a Staff Reminder:

1 Follow the steps outlined above for a Clinician Remindersbléct a staff member rather than
a clinician as the Recipient.

For a Patient Reminder:

1 Selectthe clinician or staff membeRecipien) who will receive the Reminder to contact the
patient.

1 Select theDatethe Reminder should be sent and whether ibsikd be repeated and at what
interval.

1 Enter aSubjectfor the reminder and type your Remindbtessage

1 Link to this PatientSelect yes or no.

Alf yes, click on theClick to Selectfield to select the patient you want linked to the
Reminder. After yoselect a patient, their ID# and DOB will appear. You will then have the
option of clicking on the field labellgdontact viato select how the patient wants to be
contacted.

AWhen you link to a patient, an icon will appear in the Reminder message. lfighwom the
AO2y5s @2dz gAff 06S FofS (2 2Ly GKS LI GAS

For AIMS Exam:

1 To setup a Reminder to perform an AIMS Exam, follow the steps used to create a Clinician
Reminder.

Once the reminder has been created:

1 You will notice that the PatielReminder box is now checked at the bottom of the Reminder
dialog box:

1 The newly created Reminder will show on the tab.

+ Hewr

Status From L ate Subject Fatient R

To Date
13 Pending |.J0yTest2 |.J03rTest4 |3I16I16 |Reminder: Copy Insurance |Doe,Jane O

£
I
o
=3

9! FOGSNI GKS LI GASYylG KFa o6SSy O2y (il Ol Reminders |2
button.

1 Select the Reminder you wish¥@ew,and the Reminder dialog box will open.
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Reminders

Reminders are sent automatically via the Messaging Center when they become Due 5 T: o
L RE =
Status From To Date Subject Patient e Lz A

|1) Pending |JwTestQ |JUYTESM |3f1 BMG ‘Reminder. Copy Insurance Card |Due,Jane O ® O ;i‘

1 ChecktheContactedd 2 ET (2RI &Qa RIFGS sAaff LIEichzior (5o
change the date if necessary. This checkbox is also available when accessing the reminder fr
the Remindergab.

4 Patient Reminder <] contacted

Click he button below to view a quick tutorial on how to use tRemindergab.

Video Tutorial

RESTORE DELETED TAB

TheRestore Deletedab feature is used to restore any notes, charts, or Treatment Plans you may hav
deleted and now wish to have restored. All users can view those charts and notes that they have
personally deleted. Group Administrators can review charts, notes, and Teaatans that others

may have deleted as well.

Settings & Directories
Specific 10 Indnadual Geoop Level Settings 8 Deecioties
" Amy Peacock t*{ | Personalifo = Caseload = Biling Bates & Payer Rudes | KCD-10Codes | Custom Buttcas | Reminders  Dexice | Reatoge Deleted
= "‘R':c:"”k s z Notes, Charts and Tx Plans Deleted by
Y. A Beckyiok: Deieted Notes | Deleted Charts | Deletea TxPlans | crystaldoc
s lae arechsich
3 Crystal Docs Duteted Hote ' Hestore -
Sewr Name orystsides Parkar. Othver TRAZ020  Quick Note 7 -]
“ Emma Royds, RN Thits note shousd contain the new custom nots e E_
St lane e, Warapan, Uances Tr202020  Progress Neb % |l
0 Frank i, Stewn, LCP ardpan, Mancely T2N2020 TOOIeSS Note E‘
Ut mates Nome =
—vNemetetotn |
5 Jane Moody, LMFT Fatient, Aceal 7MO2020  Progress Note ’
s o pmeoy ntnares ow -
i Joy Zepp, MD, PsyD Walkee, Potra 6222020  Primary Care Note r
e e gy et Bl
11 Lotta D. McDonough Bishop. Peter 152020  Progress Note r
....... 16necs Uatmbed Nt a
P arver, Olhver Progress Note ’
nteares Now a
Patient, Aceal Progress Note ¥
ntmared Mot a
Maride. Meghan 4242020 Comgiate Evaluation ¥
e tmaret Mo E_:
= .
-1 Info te
x User CS Options

Note: Because deleted charts and notes are viewed by the user that took the delete action, it is
necessary to know who deleted a chart or note in order to restore it. The permission to delete a char
or note may be granted or restricted within the Security @ent

To restore a chart, note, or Treatment Plan, simply click=.acon to the right of the itemized listing.

Deleted Hote Encounter Date Restore
Windsor, Liz AMEE2020  Mursing Mote .=
Unfinished Mate E

You can print a list of the Deleted Notes, Deleted Charts, or Deleted Tx Plans by clicBigahe
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Click the buttorbelow to viewa quick tutorial on how to use th&estore Deletedab.

Restore Deleted
CREATING AND ACCESSING CHARTS

The opening screen in ICANotes is known as the Chart Room.

Lok SCreen
ICANGtes: e
Behavioral Health EHR
Chart Room for Crystal Docs working at | West Coast Clinic 2 ?:n;m
[l S
Lastcnan [ Enter Paselt name. 0. ]| Q][
——a—
— — =
Lol AN =
] Updeie 1 Wraad Ioliral Mag
— — Parini amiege Barvien N Lo Pkt Mg
(] a0 P cuessr || 1] 2, |
JE— — [ Crui Sateniar | e
Ll (] vt | s Loennl| [ g omn,
p—] — | Therspy Gresps —
[ = e
Chasts -
[Bart Totetwattn seasion ContsctUs |

1 Included in the Chart Room are two filing cabinets on the left where you will find patient charts
orgarized alphabetically &, DF, etc.). After clicking in a particular drawer, the names of
patient charts stored in that drawer will displaythe middle of the screen in alphabetical order
by last name. You can then scroll to the patient name whose gloaraare looking for and click
2y AlG G2 2Ly GKS LI GASYydQa OKIF NI ®

1 You can narrow the list to all charts, charts assigned to you, and charts where you are the

principal by clicking on the buttons shown below:
Show Charts:

Az=signed | am
to Me | Principal

1 You can search for a patient by name, ID, DOB, phone number or social security number by
typing into the search field and hitting either the Enter/Return key on y@yboard orclicking
the @ icon.

Enter Patient Hame, |10, Maiden name, DOB ( xooiouioo ), Phone or 55N remove -

| Last Chart Il Enter Patieft Name, ID, I@

{ Clicking thet=tcnrt | hutton takes you to the most recently eessed chart visited during your
current login session. If the button is greyed out, there is no most recent chart to recall.

Al
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CREATING A NEW CHART

== Make a
=} Hew Chart

1 Click on theEfata semindessenies | drawer in the Chart Room.
91 LRIz gAtt | LIISFNE NBldZANARY3I GKS LI GASYy(

Create New Patient

Please enter the new patient's name and date of birth.

First Name

Last Marme

Date of Birth

| Cancel || Create |

{1 After populating these fields, click th <= | button. The program will check to see if a chart
already exists with that patient name and DOB, or a similar patient reemdeDOB, and alert
you to help prevent creating duplicate charts.

| New Patient Warning

There is already a patient with this name and DOB. Do you still want to
add a new patient?

|
Click View to go to the existing patient chart

View i Yes ' No
peVion ] e [

1 If no similar patients currently exist within your account, the system will then bring you to the
Demographics portion of the patient chart. The required fields will be highlightsstlirFields
which are helpful, but not required, are highlightedanie.
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ICANotes)) E

New Patient wmmﬂ -—— Patect Reviewed Demograghics

Patient Informaton | Episodes of Care | wsuroncemtormanca | Other Contacts | Telephone iatake

Name (F ML Sull) - Seow vimite  Date ol Entry 7282020 |O0 [ Sampte Fran
Reterto patontas  White MaidorvOther Name Unique Pasent 1D Canorike 8

‘Date of Bith 2141947 Age: 73 Multghe Birth | | Burm Ocder Elﬂwv'
Sex | *Ganer [~ meco [NOHSENSTEEN
[ Homeless _ Exhﬁmq
A 21 Agpt e Courty [ Bad Address APL oRx
Chy. Suse. Zip * . Enter Atermate Address
Patant Status
Sins Home Phone Country US
8"“‘"‘ Celi Prone BestPhone Home | Wea | Cel
Work Phone ot Appt Reminders va
Email Emad
Emat 2 Teat Message
SSNW Phooe Message
Marital - MIEOptin _ Yes  No
o I o Y08 HIE Opt Start HIE OptEng
Sexal Orientation |+ = <]
[oisasi | o X
o I~ Family Stce | a:'*'
Ethnicty 2 |~ -
|- Emoloymet Stuss |- AL Ok ,,
“Raco
Annual Household | =] \
Race2 Income =
Prefered Language School of Employer Pasent -
Catendar
Religion | I+ Grade | Note -
Native American  OY OMN  Trioal Afwaton @
Wisceianeous I
Notes .

are allowed to siga
tes for this Patest

If you intend to use ICANotes for electronic billing purposes, clicking==_1 button in the
bottom center of the screen will highlight fields which are required for billing purpase
yellow, as well as optlonal flelds in p|nk

ICANotes:j
‘Name (FMLSufl)  Snow Ve Date of Entry 7282020 |& (3 Samphe Chant
Referlo pabertas  White Maiden/Other Name Unique Padeet iD Gonerels 8]
‘Date of Euth 214147 Age: 73 Multiple Bith | | G Ovder At Patient 1D
s __| ‘Gender |+ e OMAENaSS Room
Icees [ Homeless PR Exva Privacy
Adde 21 Appt W County CInedA Ty
oS I~ b e Ao
Paient Statys
@A Home Phone Country US
gm"‘" Coll Phone BostPhone ) Home (iwea (1 Cen
Waork Phone e Appt Reminders via
Emall Emat
Emall 2 Text Message
SSN# Phone Message
HEOptin _ Yes ' No
Wartal Stabss v
l Veteran Y N HIE Opt Stan HIE Opt End
Senual Onentaten [- [ =] (=]
Disaziiay : o
“Emnicity |~ 0ase
F of Info
Eminicity 2 | amtysze | 2
‘Race | Employnest Sty Iz Adv. Dit o,
Annual Household |~ a
Race 2 Income -
Patient ~
“Prefemed Language Schoot or Emgloyer
Seae. l" G |~ Note fo
Natve Amernican Ov ON  Tribat AtWaton a
Notes -

Assigned Providers [~
are allowed to sign
Notes foe this Pationt
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Customers utilizing-prescribing may be required to fill in additional fields as well, such as the
LI 6ASyGQa T ALI O2RS YR | K2YS LK2yYyS ydzyo St
Security Administrators can likewise set additional mandates which will require fields be
completed. If any of these fields as&ipped,you will receive a prompt citing which fields

require entries before saving.

If you are using the Patient Portal, yohvi t Yy SSR G2 LJ2LJz I 6S GKS
check the Portal box (contact the ICANotes Support team for more information on utilizing the
Patient Portal, or the ICANotes Sales team to inquire about enabling the Premium Patient
Portal).

A cell phme and/or email address will likewise be necessary for customers who will be utilizing
ICANotes Telehealth.

You will need to assign a provider in the lower-ledind corner of the Demographics screen. To
do this, click to eithexSelect a Clinicianor sdect <Multiple Clinicians>f assigning more than
one provider at once. After selecting the appropriate provider(s), clic|_Assian Provider(s) |

button and confirm that the provider name(s) appears on the left.

Assigned Providers
are allowed to sign
Hotes for this Patient

"y |

< Select a Clinician = |

| < Multiple Clinicians > |

v| Assign Provider(s) | |

The first assigned provider will be considered the ppatcprovider and will be highlighted in
green. You may assign other providers as needed and change the principal provider designat
as appropriate by clicking tHEq&&g=n button on any provider names which are not highlighted

!
e Cell Phone | psyuo || BestPhor
Work Phone MedMD e
uo
AP

Email

Email 2
SSN#

Marital Status |

Sexual Orientation m -

“Ethnicity ue |

Ethnicity 2
‘Race Indiv ] ¥
Race 2 Geoup
‘Preferred Language |
| Eamity
Religion Gas |v
Native American [OY ON || trigiee  flation
cop
saBuild

Assigned Providers Anna Recksiok, MD | Famidvo | [ISREISSH] ~
. 1 Jane Moody, LMFT [ hee |x [Erincinai]

e

f Once the appropriattJNE A RSNAR NS FFa3aA3ySR G2 GKS LI {

AThe Telephone Intake tab will take you to the Telephone Intake Form.
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O
O

Statf Name (entered by) Date Entered” | =) Resources Avaitabie 1o Pay for Treatmont]
rrpe———  aatance Coreeaon o v, s sy [BETRSTT]
[N ynique Patient 10 =
First Name | Snow Masale Last [ White 1
008" (2141947 Age: 73 Gendor | 2
Reter 1o patent as | White SSN# E]
[TTTTETT Name of Caer Tetephone #s of Calle |  Insurance Coc ]
Relanonship to patient Policy # Group #
How caller heard aboul faciity and/or provider? Work tasur. Co. Tel. #
Reforral Type Ce insured Name ]
Other (specity) Insured Employer | Insured DOB
s Teleghons umbers ol Patest | _ anetts i Retwork et ot petwork
Address Home ("':N""'. | - ; )
Latog Disorder Covered? | Ve hio Yes Mo
NSy A ﬂ RTC(\mrewdby-nlmp«ye.): —— | e
Exen Does partial come out of RTC or IP benefits?
= 10P: (% covered/ days allowed per year)
n eatment Previeushy? | Y N | Wyes, whererwhe? Mental Mestth ( Parity diasgnoses?) | i
Precertification required?  ves  No | ves N
] Deductitie (Famity)
Out of Pocket Maximum I
Owt of State Yreatment Covered? | Yes %o L Yes %o
Patent *| wiscensneous
Calendar Note Notes
4 a:;_“imm — A ~ ~ 20 A e A ~ A % ~
AThe foom 1odzi 2y oAttt al @S UKS LI UASYUQa
4 mm — A ~ ~ 20 A e A ~ A % ~
AThe e dJodziu2y oAttt algdS UKS LI UASYuUuQa
Face.

AThe button will cancel chart creation and return you to the Chart Room.
AThelrew Therspy wate | pytton will savel KS LI A Sy 0 Qa OKF NI | yR 2L
. Skip Initiak create a e L, A “ A P A P o - p -
AThebuttoanIaI- S UKS LI uASYyuQa OKIFNIL I|yYyR

A

AThei()dzﬁﬁzy gAff alr @S (GKS LI GASyGQa OK

9 Continue filling out information in thBemographics portion of the chart, including insurance
information and other contacts. The Episodes of Care tb is used primarily for patients in an
inpatient facility.

ICANotes ) [

New Patient fiactic Reacton Reported (]| | Enter EPrescribe info Patient Rewewed Demographics | Print Patient Demographics

Patient information | Episodes of Care I Inssrance laformaton l Other Contacts ] Telephone atake
Name FMLSum) | Saow I | wmite Date ot Eny [T282020 B Clsa
Referto patient as | White MadenOmer Name Unique Pasent 1D | | Generate 8

1 If you will be using the billing portion of ICANotes, it is recommended that yoinadchnce
AYTF2NXEGAZ2Y G2 GKS LJ §Ga & [Insuancelformation — 4oh2 R2
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New Patient Anaphptachc Reacton Reporteal]| | Enter Evascribeinfo. | Patet Rowewod Demographics| Priat Patient Dee
Pabent informatoa Episodes of Care Insurance information I Other Contacts | Telephone intake
° . .
s (e el || coverage Detats | Banates | payments | expeany | Sttings |
\nzutaage 5] Shart st
mmbw DPohcy .|
INSUIANCE COVBIDAR (chak 10 viww, enier Swtaihs 19 right >} E crounl I (CW'I: Required ]
] Jﬂi Patent Relatcashipto insured | Se¥ | Spouse  Chea | Omer |
L Start Date Suspend Dato. End Date
Eurrest =
5 Bsured POY  pyame (First M1, Last).
=109 E l Adaress |
City, State, 2ip| 1
: Phone| sl
x Patient is Responsidle Pacty . Require Auth® in Notes Doe F! Gencee | M F u
Employer, ]
[] ePsOT /Famiy Fn | setPay =
' p Name
| Accountis in Cotections o Dtscoust FEe] O
[ Freeze accoun Gy, State, 2| |
MNCM Auth Receved | Yes No | % Discount ;:u"u, > Phone | A
Adasonal Notes: , PayeriD| | AR Payer 1D, |
Use At Facky |
Use A Proviser | Tax© Insurance Type |
Insurance Type Other |
10 Cualder 28 || Memod |

1 Click thd®==«__Jbutton to choose the appropriate insurance carrier from the insurgpager

list.

Pateot iaformation |

Patent  White, Seow

Episodes of Care

Medicad ID |

INSRIANCE COVRIRAE (ciick 1o viaw, anter dutails 1o right >/ E

1 Cigna

[3 l Address
City, State, 2ip =l
§ Phone ssuw| =
X Patient is Responsitie Party | Require Aum# in Notes 0o |8 Gencer, m F U
Emgioyer]
["] EPSOT IFamity Plan | SeitPay
P Name Cigna

|1 Account s in Cetlecsons ] %% Discount Ei] Address | 1000 Great.West Dr

ot ) City, State, Zip | Kennett M0 | 63857.3749 |
UCM Auth Received | Yes  No | % Discount 1 vse AL Proviser 1 Fhone|1.866494.2114
Addnonsl Notes: Py} 80705 | At PayeciO,

Insurance sformation

Othor Contacts |

[ gy |

L4 | vBH Medicare
X Curreet | Uated

[h 3 Short List
lumo«ol’enql Aetna
® g G ® H—'E
3“ Pad“'“ | Omer |

=)

Imsmred PAY  pyame (Fiest ML Lase) |

Use At Facity [
Use Al Provicer | TaxD

Isurance Type Geoup Heam Plan
Insurance Type Other |
10 Cuader24i ] gysaussion Memos Elecionic

NEOSSR (2 FTAtf 2dzi G§KS NBYI Ay Anguthanck ga difide y (
adzNF yOS LI @SNJ aSt SOGUSR KIa 06SSy RRSR (72
f AYyadaNIyOS AYyTF2NNIGA2Y gAff LRLMA LGS Tz
St SOUNRBYAO oAt f Aychighlight=piirdd/fields inyefidvS o020 G2Y
1 If the patient is the insured party, use tl
Ayidz2 GKS
information.

i Fields which are notequired can be completed at any time by returning to the Demographics
screen.

t
Ay
It
i

Copy from
Patientinfo | hutton to copy their patient information
LyadzNBR tFNIiée FAStRa® hiGKSNBAASE

Please click the button below to view a quick tutorial on how to useQteating Chartsab.
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TELEHEALTH

ICANotes offers a proprietary Telehealth feature that works in conjunction witiEHie The clinician
can launch a telehealth session from a scheduled appointment, patient chart, or the Chart Room. Th
patient receives an invitation to join the sessioa gmail or text message with a link they can click on

to join the session.

The followingdeviceand browsers are compatible for patients:

Telehealth
Compatibility oo

WINDOWS COMPUTERS

MAC COMPUTERS

CHROMEBOOKS

ANDROID PHONES &
TABLETS
(ANDROID 6.0+)

IPHONES & IPADS
(105 12.2+)

Please click the button below to vieawideo tutorial on installing, initiating, and troubleshooting
ICANotes @lehealth.

Video Tutorial
Telehealth

TELEHEALTH SETUP (PC)
ICANotes customers on a PC can download the ICANotes telehealth appleagon

1. Once downloaded, click to open the esfile. Chrome users will see the file in the lower
left corner of their browser window. For other browsers, check your Downloads folder.

/1
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https://prodtelehealth.s3.amazonaws.com/Telehealth+by+ICANotes+Setup+1.0.0.exe
https://youtu.be/25lssDSH81s

|CANote53 PO UNEPRUIRY .. . cricovc o K

Better Notes. Less Typing.

The Most Clinically Robust Behavioral Health EHR

o Rov b d
time & streamiines schedubing & billing

Paperiess practice mansgement

Phenomenal customer support

S S SES

HIPAA tlant & ONC-Cer e

¥

2. When your account has been enabled for Telehealth and the receiver app is downloaded
you will need to generate yo Telehealth TokerThis is a necessary step in order to
connect your ICANotes account to the Telehealth app. You will only need to generate
Tokenonce. If the telehealth app is deleted and lateintstalled on your machine, you will
need to generate aew token. The Tokens found in theOptionstab of your Individual

Settings & Directories. Click tl__Telenealth | tton.

Spec 1o Indradual Group Level Settings & Directones
Y v

7 Account Reset =] [ personatinto | Caseiond | piing Rates & Payer Rutes | 1£0.10 Codes | Custom Buttons | Reminders | Device | Bestore Detotes
X User Nama sccountreset! — = —————— ~
3 ACCount Reset2 - Eeolly I Qutoos I Caordac Cotiuns

e e sccountreseld
3 Alired Peamysworth, Signature At tnd Of Note Qotons atLogon,

ther Nome shatmin Crystal Parker Chnician Remnder Sheet I Show
< Andy Hu Qotions in a Hote:

e ‘e andyas Navigets 8o Simptitied P [
% Another Testuser Electronic Sapnatare Name Lavel of Care Wiites 83 O Miatory O Imatrustions

Sl 2 Fuished Note Header Name g
1) Anthoay Kulesa Test Chmvcal Decinion Support fudes 38 Show  Duagnoatic Algonthm Show

e hame akulesstesid Pasent Education Materiad [ Use Miktary Tume
7 AnLampert Oetault Saeletiorhesd Rame Wnchude Medical Matory Y41 @ No

e hama ardesMd I Mo hade Siote s Fiak Factory Yo e

Wncisde Ouagrosi Yeu Ot AN it At 130

) Anel Guidry Use Custom Rx Letternead? [ Riotvye Ve T -

Jaer Name anefe M
% outo Cod0 R Ovpasunt Card Ensbies [
S0 paie mimbnde Ootions for AutoPosts
%) Betty Morganstern ) Banch Detetion Enadied [

Jier ame Defyteid
11) Biing Demo Timezone Casterr s

1O GMT) Cantra Show Clock ot startup? B8 ves
(Relative to GMT)

15 Bobf, Accounting LRcl) | Mess ’ Clock Now
X User Nae DObM (MBS Counting L ignoce ST (]

13 Brandon P. Davis
e e B andonte s\
14 Brian PTTest Brkty Conter

Urer Nnme beisngmert 5 | My Securityinto |

3. In the Telehealth pojut, click theGet Telehealth Tokebutton, which will generate a
string of characters, as displayed below:

Telehealth

7 |Calendar Opiions

A | Get Teleh eal%uken |

Telehealth Token: >| Telehealth |
fHedeyea-7dda-4cld-bafh-23c8e57d1358d

ructions

o
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4. Copythe TelehealthT2 1 Sy (2 & 2 dzNJ O 2 Yelidirig $ehicon dr Bgdreo 2 | N

clicking with your mouse and selecting Copy.
Telehealth

L :
|  GetTelehealth Token | .

Telehealth Token: >| Telehealth |
f5iEf04e-a233-45M-abb3-986f34098920 ()

@ pctions

5., 2dz2Qf f 4SS I LINRYLII O2yFANNXAY 3

Copied

Your Token has been copied to your cllipboard.

6. From your Chrome browser window or Downloads folder, dowilek to launch the

Telehealth by ICANotes installation file.
B B | Downloads
€« v o ¥ > ThisPC » Downloads

# Quick access

@ Creative Cloud Files
22 Dropbox

@ OneDrive

v [l This PC

B 3D Objects

B AppleiPad
I Desktop

%) Documents
Telsheakh by ICANotes Setu
> & Downloads y "

d Music

& Pictures

B Videos

ws Local Disk (C:)

= Google Drive File Stream (G:)

¥ Network

125 items

7.,2dz Y8 aSS | 2AyR2ga aSOdzaNRGe

ClickMore Info to expand the window and we additional options.
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Windows protected your PC

Windows Defender SmartScreen prevented an unrecognized app from
starting. Running this app might put your PC at risk.
More info

-

8. In the expanded view you will see the App name ad Publisher, which will display as

ICANotes, LLC. ClRkn Anywayo continue with installation.

Windows protected your PC

Windows Defender SmartScreen prevented an unrecognized app from
starting. Running this app might put your PC at risk.

App: Telehealth+by+ICANotes+Setup+0.0.13.exe
Publisher: ICANotes, LLC

9., 2dzQf f aSS GKS LINRBPINBLaa 2F (KS

@ Flease wait while Setup is loading. ..

verifying installer: 48%:

10.0rce the installation is complete, click Eanish If theRun Telehealth by ICANotes
checkbox is checked, the app will open automatically.
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v Telehealth by ICANotes Setup ==

Completing Telehealth by ICANotes
Setup

Telehealth by ICANotes has been installed on your
computer.

Click Finish to close Setup.

Run Telehealth by ICANotes

< Back Finish Cancel

11.0therwise, click the new shortcut icon on your desktop to open the Telehealth receiver
file. This icon is automatdly included with the installation.

(ol
| GATIOTES

12.0nce the Telehealth app is launched, you will be prompted to enter your ICANotes
username. This is casensitive and the same username you use to login to the ICANotes

application.

wt Telehealth Application - Username R... —

Flease enter your ICANotes Username: -

S o

-

13.Next,@ 2 dzQf f Sy @It Noken geherates in SeitiBys & Directories. Paste or type
the alphanumeric token ID into the field. The ICANotes Teletoken is case seqgiive
highly suggested to copy and then paste into this field. Use the keyboard shortcut CTRL+
to paste yourtelehealth token into the window.
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v Telehealth Application - Teletoken R...  —

Please enter your ICANotes Teletoken: .

s [

14hyOS SYG4SNBR> e2dQft 4SS GKS L/!b2GdSa ¢

¥* Telehealth by ICANotes v0.0.14 = O X

v

Sign Out Speedtest Developer Tools Help

e

A
S

2,
=

m Ev'-
s

S5

Keep this window open for as long as is necessary. You can position the window as needed, clicking
and-dragging it across the screen or teecondary monitor. The window itself is programmed to

always sit on top of other open applications sothatit Wl Y Ay gAGKAY LINR Y| NB
the receiver open before initiating a telehealth session but can be opened once a patient invitation hz
been sent. It is recommended you close other apps during a telehealth session (excluding ICANotes

Nowthat setup is complete, you are ready to invite patients to join a telehealth session.
TELEHEALTH SETUP (MAC)

ICANotes customers on a Mac can download the ICANotes telehealth applivaten

1. Once downloaded, click your Downloads icon in the bottom tray, as seen below:

ICANotes Quick Start User Guide | To Contact Support cab@@8778 76


https://prodtelehealth.s3.amazonaws.com/Telehealth+by+ICANotes-1.0.0.dmg

Telehealth

Servires...ent.docx Open in Finder n
Telehealth+by+ICANotes-1.0.0.d l B

i =3k A ey
—— = /4 1 - I3

. i f A

Y b " | A/

> \ {
2 | i
- = ; I =

) X it bt bk

2. This window should populate on your screen. If not, click on the Telehealth+by+ICANote:
file in Downloads. Drag the Telehealth by ICANotasthe Applications folder.
[ NON [) Telehealth by ICANotes 1.0.0

------)

s, pEELEEEEEREERE
mmmd N
i *
4 -
—— .
]
s ﬁ—

Telehealth by ICANotes Applications

3. Go to your Finder and under Applications, locate the Telehealth by ICANotes file. Right
click and choos®pento start installation. Please note, you will need to follow these
instructions for the first time to run the application. DO NOT double click the icon; instead
right-click and choos®pen

ICANotes Quick Start User Guide | To Contact Support cab@a8778 77



e & Macintosh HD

o E MR |y v 2y Q
Favorites Name Date Modified Size Kind
2+ Dropbox B Stocks Feb 13, 2020 at 8:17 AM 1 ME Applicat
¥ Applications @ System Preferences Feb 13, 2020 at 8:17 AM 6.1MB  Applicat
() Desktop L T ST 360 Appicets
Show Package Corjants e 5.6 MB  Applicatic
% Documents @ 1.3MB  Applic
o Downloads > . Move to Trash PM Folder
) PM f
@ AirDrop U Get Info ™ Sbice
", Rename ; ;
&R ts PM ) ;
8 /Recer i k:’ Compress “Telehealth by ICANotes" | s
[ Creative Cloud Files @ Duplicate 4 o
Make Alias 4 o
iICloud . AM pplicat
2 . w, Quick Look “Telehealth by ICANotes" = ey
& iCloud Drive W spare - ol
Locations o Quick Actions > ;
() sootcamp ¥ WLtk Copy “Telehealth by ICANotes” 8 PM
> M
D OSARESERVED - Use Groups Y
L (M Damata Nienr ' Qnrt Ru -

4. You may receive the following warning. If so, click@penbutton.

“Telehealth by ICANotes” can’t be opened
g . because Apple cannot check it for malicious
0 ' software.

This software needs to be updated. Contact the
developer for more information.

app.teamsupport.com

Open

5. If the icon does not populate on your desktop, drag the Telehealth by ICANotes icon from
your Applications folder to your desktop. Doutalkck the icon.
o0 e®

& Macintosh HD

= S @Ry v B € ¥ v Q
Favorites Name ~  Date Modified
.sz Dropbox @ QuickTime Player
A Applications ) Reminders b
[J Remote Des..anager Free N
[0 Desktop £ Rosetta Stone
(% Documents @ Safari
© Downicads © s B
< ¢ Stack 8
@ AirDrop E snagit 2019 A
& Recents © Speak & Translate 18
Stickies
reat ud Files
£ Creative Cloud Fi 2 Stocks
KCloud & System Preferences
£ iCloud Drive D Telehealth by ICANotes
- TextEdit
Locations @ Time Machine

(&) sBootcamp > I8 Trend Micro e totiion e e

& osxreserveD ‘.’ :vso‘:ﬁ:z:“’m b teddanden l ﬂ

6. When your account has been enabled for Telehealth and the receiver app is downloaded
you will need to generate your Telehealth Tok&his is a necessary step in order to
connect your ICANotes account to the Telehealth app. You will only need to generate
Token once. If the telehealth app is deleted and latenstalled on your machine, you will
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need to generate a new tokehe Tokens found in theOptionstab of your Individual
Settings &Directories ClickTelehealth

Specih 10 Indeadual [ Group Level Settings & Dire
T Account Reset = | Personalinfo | Caseicad | Biling Rates & Payer Rules | K010 Codes | Custom Buttons | Device | Restore Deleted
X User Nama accountreset! ~
2 Account Reset2 1 kentity [ Optcos i Caseodas Ootiana
e fame accountresel
3 Alfred Peatrysworth, Signature At End Of Note Qotions atLogon
e haTe sbatman Crystal Parker Chnician Remvnder Sheet I Show
< Andy Hu Qoios in a Hote:
Urer Name: andyga Navigete 8o Smpitied P (]
5, Another Testuser Blectronic Signatere Name Lovel of Care Writes 83 O Wiatory O Imvtrustions
Vo Mone Beivverd Finiahed Note Header Name Qations when Comeshed Notes;
% Anthosy Kubesa Testt Chrical Decision Support Hudes I8 Show Ager then E Show
Urer Name shulesstosid Pasent Lducation Matenst [ Use Mitary Tume
7 An Lampert Oetault Steletiorhead Name Wnchude Medical Mistary Yo ® Np
e ama arfeM I Inchade oty Fink Factory Yo Ne
= ncisde Duagnos v Ot AN Ot Anet 1 10 V
" Al Guidry Use Custom Rx Letternesa? [ Foten = T -
User Name anefe sl
% outo Code R Dvpasunt Card Enatien [
S e i suabscds Options for AutePosts
'Sl Betty Morganstern Banch Deletion Enabied [
e e Dl l'
" _"'mmo Timezrone wm‘-'
(Retstive 1o GMT) .+ Show Clock ot startup? 05 ves ]
__hv s PRt s ] M e Casiies Default Descipine & Complete
3 BobF. Accouating 3 vest Assessment Note
X rer ame Dol omacontng Ignore DST
Brandon P. Daves L Oetult Note Headers ]
Svar Nasa B andonde W
14 Brian PTTest Center
User N Deisnpmestd a Ay Security info
x . Mclw

In the Telehealth pojut, click toGet Telehealth Tokenwhich will generate a string of
characters, as displayed below:

n Telehealth

A | Get Teleh eal%uken |

Telehealth Token: >| Telehealth |
flede?ea-7dda-4c0d-bafs-23cBeb7d138d

ructions

2L GKS ¢St SKSIHfOK ¢21S8y (2 i icaNadr @BtY Lidz
clicking with your mouse and selecting Copy.

Telehealth
|  GetTelehealth Token |

Telehealth Token: >| Telehealth |
f5iEf04e-a233-45M-abb3-986f34098920 ()

@ pctions

2dzQf £ & S Sfirnting thiNdkehlhlis b&@R copied.
Copied

Your Token has been copied to your cllipboard.
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