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CONTACTING ICANOTES SUPPORT

Our Support team is available to assist you via phone Monday through Friday via Phone and Chat
Support. Check the table below for daily hours. Whether 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 on-call 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 9:00am — 7:00pm EST
Thursday 8:30am — 7:30pm EST 9:00am — 7:00pm EST
Friday 9:00am — 6:30pm EST 9:30am — 6:00pm EST

By Phone: 443-569-8778

By E-Mail: ticket@icanotes.com

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

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

AccessourSupportPortal: Clickheretologintothe ICANotesSupportPortal, whereyou cancreate new tickets,
view ticket status, and peruse the knowledge base for quick answers to your questions.

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

)

We offer our customers a referral rewards program. If you refer a colleague from another practice, you
are eligible to receive a $100 account credit 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 YOUR ACCOUNT

Ifyouwantto: Go to or Contact:
AddmoreuserstoyourGroup 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 e-prescribing to your account ICANotes Website (at the bottom)

Setup electronic billing via a clearinghouse ICANotes Website Partners

Inquire about your ICANotes bill Billing — 866-847-3590 or billing@icanotes.com
Setup credit card processing ICANotes Website

INSTALLING ICANOTES (WINDOWS)

e Type www.icanotes.com in your browser’s address bar.

4= C M [ www.icanotes.com

ICANOteSE' FEATURES ~ PRICING ~ SAMPLES ~ ABOUTUS  SUPPORT Q

Behavioral Health EHR
REMOTE SUPPORT RN
o oven =
d INSTALL ICANOTES =)
o :
KNOWLEDG! SE ""“ o
SUPPORT DOWNLOADS _:u-” :
' SUPPORT PORTAL 3
Better Notes. Less Typing. e
e
USER GUIDES AND 03

°  DOCUMENTATION S

The Most Clinically Robust

e Click on the Support tab on the navigation bar.f |

e Follow the instructions under Install 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

n LastPass »

@ Save

Inspect Ctrl+Shift+|

e The option to Save As pops up. Make sure that it is set to save on your Desktop and click Save.
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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/

G Save As
« .4
Organize ~

Desktop

[ > ThisPC » Desktop »

Mew folder

-~

Search Desktop

l Downloads \ Yy el
|| Documents | ; jr‘

| Pictures » |y g
Calendar tidbits Camtasia Electronic Claims
Submissicn

A i

% iCloud Drive Electronic Claims

Submission
beginning

Honeymoon Treatment Plan

Camtasia
Camntasia Studic
Honeymoon
Images

¢@ OneDrive

& This PC

¥ MNetwork
v

File name: | ICANctes.rdp

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

Save

~ Hide Folders Cancel

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

|

ICAN otgs_.rdp:

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

In the User name field, enter your username in the following format: INTERNET\username (for
example “INTERNET\janedoe”, no quotations). Be sure to use a true backslash, as failing to do so

will prevent login. The appropriate key for this character is typically found above the Enter key
on the keyboard.

|
\

enter

refurn

Enter your password in the next field and click the oK button.
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Forgot your password? Locked out? If the wrong username/password combination is
entered three times in a row, ICANotes will prevent further login attempts for 20
minutes. If this happens, or if you cannot remember your password, contact your
group's security administrator or call ICANotes Support at 443-569-8778 to have
your password reset or your account unlocked. Please note: Due to security
protocols, all password resets issued by ICANotes Support must be done over the
phone.

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

Reminder Sheet.
|CANOtESB Jcmnnmluncnmﬁml Calendar I Group Admin View

Clinician Reminder Sheet ndviquaiview . ... e Mo Y Feb St CIE, 150 Ty i 4 AT bution agel

@ MyNotes (O Cosign Requests. [ Hide Block Outs. Mote(s) Created by You
Refresh | Examine Notes from the last 7 days 1) i ] Show Appointments on  6/11/2019 r Print

Hide Cancelled and Rescheduled
© Noes with Me as Bill Under Supervisar -
O Service Cade Changed from B/P Report M

(R Ignore Form Letters, . Custom Forms & Clinical

Sortby: ® Patient O Date

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

Print_|

WINDOWS CONNECTION TROUBLESHOOTING

If you receive a certificate error stating that, “Your remote desktop connection failed because the remote
computer cannot be authenticated”, please follow these steps:

(@ =

The remote computer could not be authenticated due to problems with its
security certificate. t may be unsafe to proceed.

Certfficate name '® . PR 5 %
mote 0| nnection
[5] Name in the certificate from the remote computer: P

“icanotes.com

37 Your remote deskiop 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

0 A revocation 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 emrors. computer.

- or —

e Delete the icon if one is on your desktop and unpin from the taskbar (if applicable).
= Deleting 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

= Unpinning from the taskbar.

Recent

L8 Remote Desktop Connection

Unpin this program from taskbar

® O B % B o

Click Search.

Task Manager
Control Panel

File Explorer

Search %

Run

Shut down or sign out >
Desktop

Search for Remote Desktop Connection

Best match

A Remote Desktop Connection
Y pesktop app

A=

Remote Desktop Connection Manager
Desktop app

Settings

™3 RemoteApp and Desktop Connections

remote desktop conneclion|

Right-click and select Send to Desktop.
Open

@ Shred
Open file lacation

& Run as administratar
Pin to Start

@ Scan

Unpin from taskbar

Restare previous versions

Send to > €) Bluetooth device
cut ¢ Compressed (zipped) folder
Copy [ Desktop (create shortcut) I}

[ Documents
Create shortcut -
33 Drophox

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

TeamViewer
L DVD RW Drive (D)

ICANotes Quick Start User Guide
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click ‘Open file location’.
Best match
L Remote Desktop Connection

Y Desktop app
Run as administrator

Apps
PP Qpen file location

“ Remote Desktop Co Unpin from taskbar

settings Pin to Start

®3 RemoteApp and Des yninstall

Web

2 remote desktop connection

2 remote desktop connection manager
2 remote desktop connection windows 10
P remote desktop connection software

Documents

®] remote desktop connection authentication
failure.docx

5= My stuff £ Web

o

remote desktop connection

e On the popup window, select ‘Send to’ and then

s Shortcut Tools  Application Taols  Windows Accessories o
¢ <« Microsoft > Windows > StartMenu > Programs > Windows Accessories v & | Searc A
o Oriiciisecess Name Date modified Type Size
@ Creative Cloud F System Tools
Dropbox Tablet PC
B Desktop & Math Input Panel B
2 @l Paint 8
| Documents —
%, Remote Desktop Co } B
& Downloads D Open o
K Snipping Tool oG B
o Start menu
] Pictures 7 Steps Recorder ‘
8 My Computer & Sticky Notes @ shred

74 Windows Fax and S¢ Openfil location

Pin to Start
@ scan

Unpin from taskbar

3 Dropbox

@ OneDrive Restore previous versions
[ My Computer Send to
& Network cut
Copy
Create shortcut
Delete
& Rename
Properties
12items 1item selected 1.18 KB

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

The Remote Desktop Connection icon

\
\
\
l
|

v

€ Bluetooth device
# Compressed (zipped) folder
I Desktop (create shortcut)
[ Documents
23 Dropbox
& Fax recipient
Mail recipient
Q skype
& TeamViewer

Remote

Desktop
Connection

will

If you use Windows 10 Cortana, right-click the Remote Desktop Connection desktop app and

‘Desktop (create shortcut)’.

X
(2]
»

now be on the desktop.

Rename the icon to ICANotes (if needed) by right-clicking on the icon and selecting ‘Rename’.

Type “ICANotes” and click outside the field to save the change.
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b

ICANotes|

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

] Open
Add to Start menu

@ shred
Open file location

) Run as administrator
Pin to Start

'@ Scan
Unpin from taskbar
Restore previous versions
Sendto >
Cut
Copy
Create shorteut

Delete

Rename

Properties

Click ‘Show Options’.

&% 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

Go to the Advanced tab and click the down arrow under Server Authentication. Select ‘Connect
and don’t warn me’.

8% Remote Desktop Connection - *

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

Click the | ™=t | button to start ICANotes.
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INSTALLING ICANOTES (MAC)

To install ICANotes on your Mac:

Microsoft RDP 10.0 is downloaded from the App Store.

Go to the top right corner of your screen and click the Apple icon ‘ Then choose App Store

[ J
from the dropdown menu.

"§] Chrome File Edit Vie

About This Mac

System Preferences...

App Store...

Recentltemskf >

Force Quit...

Sleep

Restart...

Shut Down...

Lock Screen ~¥Q

Log Out Joy Zepp... {#Q
e Once the App Store launches, search for Microsoft RDP. .

o <
————————— e R — [ ~ns] )
oodlas
starman
o T 1Y

e Your search results may look like below. Choose the Microsoft RDP option with the orange circle

icon @ Click the GET button by the @ icon. ‘
92900 * 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

Kk kKK 231 Ratings @ *kok 156 Ratings LaRoRot 234 Ratin
52999 - [oer -

)

e Next, click the INSTALL APP button to install Microsoft RDP.
Microsoft Remote Des.
@ "f"”l".‘l ‘ 205 Ratings

* You may be prompted to enter in your ApplelD. In some cases, the App Store may prompt you
to confirm your billing information. This is a standard process in the App Store, especially if it has
been a while since you last downloaded any apps. The Microsoft RDP app is free, and your credit
card should not be charged to download it.
10
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<

e Once downloaded, click OPEN.

Search Results for “microsoft rdp”

Featured  TopCharts Categories Purchased  Updates A microsoft rdp L
sortBy: | Relevance 5
Jump Desktop (RDP, - Microsoft Remote Des. Microsoft Remote Des
B e s i
e e ‘—ED

m

| e

When you start Microsoft RDP for the first time, you’ll need to add the connection for ICANotes.
Start by clicking the button in the Microsoft Remote Desktop window.

Add Desktop

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

PC Name.

User Account

Ask me every time

Show More

Cance

PC name: internet.icanotes.com

User Account: Leave as ‘Ask me every time’
Click

Show More
[ J

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

User Account:  Ask me every time

BEEEEl oisplay  Sound  Local Resources
Friendly Name:

Gateway: ~No gateway

< |
Group: ~Saved Desktops

Connect to admin session
Swap mouse buttons

Reconnect if the connection is dropped

Show Less

Under Friendly Name, type ICANotes for easy identification.

ICANotes Quick Start User Guide | To Contact Support call 443-569-8778
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Edit Desktop

PC Name: internet.icanotes.com

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

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

Show Less Cancel

The ‘Swap mouse buttons’ option may be useful if you are a left-handed mouse user. If you are
using the trackpad (such as on a MacBook Air or MacBook Pro) the left side of the trackpad will
be your right-click, and the right-side of the trackpad will be your left click.

If you are not left-handed, you do not need to check this option.
Click the EEZZll tab to move to the next area.

Edit Desktop

PC Name: internet.icanotes.com

User Account:  Ask me every time [T

General

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 m

ICANotes Quick Start User Guide | To Contact Support call 443-569-8778 1 2



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

If you prefer to use ICANotes in full screen, a handy keyboard shortcut you can use to navigate
between open programs is Command + Tab. When you hold down the Command and then hit the
Tab key, you will see icons for your currently 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/en-us/ht201236

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

e Go to the LOCAL RESOURCES tab. Be sure that Printers and Clipboard are selected.

Edit Desktop
PC Name: internet.icanotes.com

User Account:  Ask me every time T

General Display  Sound

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

Folders

2 Printers
Smart Cards
# Clipboard

Show Less Cancel

e Once all settings have been set, click the BEE8 button. Your new icon will show on the Microsoft

Remote Desktop.

-

R
e To login, double-click on the icon (CANotes | you setup.

e Type in internet\username (example: internet\crystaltest4) and your password in this window.
Then click the button.

ICANotes Quick Start User Guide | To Contact Support call 443-569-8778
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User Account

internet.icanotes.com

User Name: internet\joytest4

Password: eeeeeecee

Store user name and password Cancel m

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

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

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

Microsoft Remote Desktop

Desktops Q

PLEASE NOTE: When logged into ICANotes you will need 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.

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

e |Ifitis, right-click on the icon and you will see ICANotes (the 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 call 443-569-8778 1 4



e To keep ICANotes in your dock for easy access, right-click and from Options choose Keep in Dock.
v Microsoft Remote Desktop

View Connection Center

v Keep in Dock

Options 1 3
3 Open at Login
f::: Al Windows Show in Finderk

Quit

e 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 out? If the wrong username/password combination is entered
three times in a row, ICANotes will prevent further login attempts for 20 minutes. If this
happens, or if you cannot remember your password, contact your group’s Security
Administrator or call ICANotes Support at 443-569-8778 to have your password reset or your
account unlocked. Please 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 and Apple mobile device, including iPads, iPhones,
and Kindles. Please follow these instructions to connect to ICANotes through your mobile device. The
screenshots you see below were taken on an Apple device. However, the instructions are identical for
Android devices unless otherwise noted.

e Go to your device’s app store, search for “Microsoft Remote Desktop”. The app should look like
this:

e Install the application.
e Once downloaded, open the app and tape the + (plus) sign icon in the upper right-hand corner
to add a new remote desktop connection (ICANotes).

15
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52 PM

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,

Your screen will display like this:

ADD CONNECGTION

>
Add Remote Resource Feed >
Add Microsoft RemoteApp >

Choose Add PC or Server to proceed.
You will see the screen below:

(&% 265, )

Host name or |P address >

User Name Prompt for user name and password >

Settings >

Tap PC Name to proceed to the next screen.

You will be prompted to enter a “host name or IP address”. Type “internet.icanotes.com” into
this field (without quotations).

Tap the Done button in the upper right-hand corner. This will bring you back to the screen
below where you should now see “ionternet.icantoes.com” in the PC Name field.

Tap the User Name field. 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 save
your username and password. Please 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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To save your username and password, choose the Add User Account option. You will be
prompted to enter your username and password. Please note that your username must be
entered in the same format as the example below, preceded by “internet\” (without
guotations). Make note of the appropriate backslash to use as it must be precise in order to
connect. For Apple device users, type “internet” (no quotations), then tap your 123 button in
the lower left corner, followed by tapping #+= to access the special characters keyboard. Return
to the alphabetical keyboard once the correct backslash is chosen and proceed to enter your
username.

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

Once all required fields have been addressed, tap Save and return to the previous screen, which
should look similar to this:

PC Name internet.icanctes.com »
User Name Intemat\rachaaliestd >
Settings >

Tap the Save button 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 Seivies T 455 PM & 2

& (0 Microsoft Remote Desktop [ -

My Desktops

-

Inarmet icancies,

To login to ICANotes, simply tap the connection listed under “My Desktop” as
“internet.icanotes.com”. A screen will display indicating that you are being connected to
ICANotes.

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

Note: Upon initial login, your mouse settings may default to ‘drag’. To change this, simply tap the
darker colored bar at the top of the screen. You will see two sidebars appear — one each on the left
and right. Tap the Touch option to switch the input. This “touch” setting will allow you to navigate
throughout ICANotes as you ordinarily would on your phone, while the previous option uses your

touch input similarly to a mouse.

e You should now be able to tap the OK button on the login screen.

CHANGING YOUR PASSWORD

From within ICANotes:

Settings +
=¥ Directories

e In the main ICANotes Chart room, click on the drawer in the lower right corner o

the screen.

e Click on the [STM9tWPasswerd] b itton located in the bottom middle of the screen.
e Enter your current password in the first field. In the second and third fields, you’ll enter your
desired new password (make sure they match).
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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.

e Click the Ll button to proceed. You will receive a confirmation message if successful.

From the Upload Site:

e You can access the upload site by navigating to https://upload.icanotes.com

ICANotes Documents Login

This is a private computer system and is the property of
ICANotes LLC. It is for authorized use only. Unauthorized or
improper use of this system may result in administrative
disciplinary action and civil and criminal penalties. By

continuing to use this system you indicate your awareness of
and consent to these terms and conditions of use. LOG OFF
IMMEDIATELY if you do not agree to the conditions stated in
this warning

Login

User name

Password
Forgot Password?
Remember me?

e 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 as

part of the ICANotes security protocol should you ever need to call Support 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

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

Once you have filled in your email address and selected three security questions and answers,

click Submit.
Answers

Username

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

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

Next time you have forgotten your password, go to the Upload Site and click the Forgot
Password? Link.

Login

User name

Password

Forgot Password?

Remember me?

You will be prompted to input your username or unique email address. Click to Continue.

Please enter your username or email address.

l,. sername/email

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, click
to Submit.

Question

What was your childhood nickname?

Answer

If successful you will receive 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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e Check your email and find your temporary password.

com

y
ICANotes Account Password Reset Request o
To:

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

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=: 0DBFCO-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.

e Follow the Reset Password link to reset your ICANotes account password. If you used the Reset

Password link (instead of typing the address into the browser), your username and the
temporary password will automatically populate into these fields for you. Type in your new
password and confirm. Click to 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

e 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 out? If the wrong username/password combination is entered
three times in a row, ICANotes will prevent further login attempts for 20 minutes. If this happens,
or if you cannot remember your password, contact your group’s Security Administrator or call
ICANotes Support at 443-569-8778 to have your password reset or your account unlocked. Please
note: Due to security protocols, all password resets issued by ICANotes Support must be done
over the phone.
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IMPORTING PATIENT DEMOGRAPHICS

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 enable us to 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.xls

Important Note: ICANotes cannot be held responsible for the accuracy of the data you provide.
Please ensure that all records are 100% accurate before submitting the file to ICANotes or be
prepared to have your staff adjust the information record-by-record within the ICANotes system.
Do not include any field you do not see listed below — doing so will increase the time required to
import your data.

Once you have the template installed on your computer, open it and resave it with the following
naming convention, where “username” is your ICANotes username:
“PatientDemographics_username.xls” (without quotations).

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 provide a demographics export for this purpose. Please note
that the ICANotes template formatting is required per our import process. Please see the list of
required fields below.

Once your file has been populated with accurate patient information, save your file (being 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 secure Dropbox link,
please send an email to ticket@icanotes.com to notify us of your file upload, including the following
information:

e Your ICANotes username

e The name of the file you uploaded

e Contact person name, email address, and phone number in case we have questions about your

data file

e 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. You will receive an
email notification as soon as your import is complete.

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

FirstName should not contain salutations or initials

ICANotes Quick Start User Guide | To Contact Support call 443-569-8778 2 2


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

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 01/31/01 - if this isn’t provided, we’'ll fill in

an arbitrary value

The following fields are optional and may also be imported. There are no restrictions unless otherwise

noted. Once again, make sure to title your columns exactly as you see them listed 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
InsuranceCompanyTelephoneNumber2
InsuredFirstName?2
InsuredLastName2
InsuredMiddleName?2
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InsuredDOB2
PharmacyName
PharmacyPhone
PharmacyFax

Note: Any field not listed above may be included in the MiscellaneousNotes field by naming your
desired data to be imported as “MiscellaneousNotes_YourFieldName”, e.g.
MiscellaneousNotes_BalanceDue. When imported, all fields you name in that fashion will be merged
and will be available in the Miscellaneous Notes in the Demographics page of the patient chart.

Please note that all imports are final.

CONFIGURING GROUP SETTINGS

In this section, we will review each of the tabs which appear under Group Level Settings & Directories
in Settings + Directories. You must be a Group Administrator to make changes on these tabs. These
tabs will allow you to configure your group’s ICANotes settings.

W FileMaker Pro - [icn-r]

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

Behavioral Health EHR 3
Chart Room for Joy MacLauren working at [ PSYCHIATRIC CLINIC | 2" |Ws
oS Waiting] 0 Enter Patient Hame or 1D or Pnnne@.
nnnnnnn ———1
R
E 0 retneis
— —
.~
— —
e — \
[z}
— —
— —
Inactive.Pending Charts [=]
me (0 getthe patent’s o
ome for more detal
=[] Browse Il _>DI

Click on the Group Level Settings & Directories tab.
Clicking the button 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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SITES/LETTERHEADS TAB

This first area stores basic information about your organization which will be used in your notes and for
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 center of the screen:

FACILITY INFO TAB
Under the Facility Info tab, you create a new site by clicking on the 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 location. Note 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 the Site Type.

Enter the NPI for this facility.

(Optional) Enter the Alternate #1 NPI for Facility.

(Optional) enter the Alternate #2 NPI for Facility.

(Optional) enter the Facility Other ID.

Choose a Place of Service code by making a selection in the dropdown field.
Enter the Facility Name exactly as it should appear on your letterhead.
Address Line 1.
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9. Address Line 2.

10. City where the facility is located.

11.State where the facility is located.
12.9-digit Zip code where the facility is located.
13. Facility Phone number.

14. Facility Fax number.

15. Click to Save.

Settings & Directories
Spedific to Indevidual I Group Level Settings & Directonies
Settings for Site Sttt Rules 852 MAR nave Deen moved under the More tad
Stexlezecteads ServiceMod Codey LabReqProtocols Meds Profocols ProviderQivechory lnsur Pavers MherapyGrovps Eormaty MCM Auth  Accounts Calendar Iniegraions  More
1) Anne Arundel Medical Center A
L Electronic Biling
Hospital / In Pt service (Susnis] ‘ Lt ] l
£ Hokey Pokey Counseling | 4+ New | £
ity p— y Detault Billing
B Hol Site Setup Entry
Wy L
== Site Name* West Coast Clinic Default Billing
“The Site Name cannot be modified
Site Type [ Office  Outpatient service | n

NPt for Facility 1234567890
Alternate #1 NP1 for Facility 0987654321
Alternate 32 NPI for Facility

Facility Other ID
Place Of Service Code [11_Office e

Facility Name West Coast Clinic
Address Line 1 5419 Commerce Bivd
Address Line 2 Suite A
Bakersfield 0 3307541 ® a
City S Zip (9-digit: Sae

Cancel
Phone 4435698778 @u 4435698778 @

HENEEENFE

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

LETTERHEAD TAB

Click on the Letterhead tab to the right of Facility Info.

Click the [Use Facility Address | \tton and the [Use Facility Phone /Fax| 1 tton 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 Facility Address Suite A

Bakersfield, CA 93307-5419

Telephone and Fax: 4435698778
4435698778

West Coast Clinic
5419 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
selecting Format from the toolbar above, or right-clicking to get a dropdown menu. You can change the
font size, style, alignment, line spacing, and text color of your site’s letterhead.

Pt aervice

1:443-9924 Sjle > 3
Text Color ]

Address: Hokey Pokey Co*~=~tin~ 1
1600 Saint Margar:  Cut
u
S Font »
o m | s | oms || Toepronemmirax e T ¢

" o
B) Hokey Pokey Counseling

Use Facility Phone / Fax

10
n

o Hokey Pokey Counseling f<
lowercase Address ) Annapolis, MO 214095547 1600 Saint Margarets Road 13

Tite Cose Annapolis, MD 21409-5547 D
[ supenaipt t: 443-569-8778 18
L subsmpt * and Fax: 1: 443-992-4239 5

[Use Facility Phone / Fax | 36

48
72

Chart by Adm_Letterhead _Selected:address...

Adaress: Hokey Pokey Counseling
1600 Saint Margarets Road

UPPERCASE

Hokey Pokey Counselis
1600 Sant iargarets Road” Fields used by electronic billing Required Optional
Annapolis, MO 21400-5547 Increase Size Ctrl+Shift+>

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

Custom...
16 Point

ELECTRONIC BILLING TAB

The Electronic Billing tab 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).

e Click on the first Site name in the left column you want to configure.

e Pressthe button and the address you entered in the Facility Info tab for that site
will populate in the address field.

e Click in the box below labelled Billing Address for this Service Facility. Click into the dropdown
field to select the site from which you will send your electronic claims. You can select either the
same site if the billing information is the same or select a different site (which must first be
setup in the Facility Info tab) if the Billing Address and Billing NPI are different. The Facility
Address, Billing Address, and Pay to Address can be three unique addresses if needed for billing
purposes.
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The Billing NPI and billing address will populate based on the service facility location you
choose.

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

Settings & Directories
Soeciic 1o lndividual ]

Sattinga for Sme Sat, Wulwt 303 MR Nave Sean mcved uncer 1o Mo 135
Suslsnatiess  ServiceMod Codes LahReqProfocels Meds Promcoly Provider Quectory losur Payers Doy Groues Eormats MOCMAuh, Accounts Calendar isearations  Mote

') Aane Arundel Medical Center =
Eacsy lnfo Letterhead Electrons Bilkng 1____m
Hospital / In Pt service [(Saiis] I ]
= Pokey sehng
» .w:::“ 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 0 3 imes of up 1o 26 Characters 0ach, with n0 punCtuation = he
Home Visit sarvice [ second fine
omcetOcpates st e
' > 419 Commerce Blwd Suite A
Office / Outpatent service Bakersfield, CA $3307-5419

Service Facilty Address

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

Baling:

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 PAKERSFIELD, CA $3307-5419
£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

The Integrations tab may or may not contain information, depending on whether your ICANotes
account has been setup with any integrated services such as eStatement generation and online

payment collection via BillFlash. If so, you’ll see a message stating that related functionality is not
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 the Service/Modifier Codes tab to the right of the Sites/Letterheads tab. You will be able to
create your group’s service, revenue, and modifier code lists here for both professional and
institutional billing.

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

/Lettert Sery Req Pre Protc Prc

tory InsurPavers TherapyGroups Formats MCMAuth. Accounts Calendar Integrations More

Service Code Short List e Revenue Codes Modifier Code Short List

Use the arrow to add a Procedure Code from the lis & 'ype your own code into the last row Type your own code into last row
or... Type In your own code Revenue Code = 2 S

00000 non-billable [Room & Board 25 | Medical E/M Same DOS| X [4]

00001 Broken Furniture o Sale actiotan 59 | Same DOS X
00001 Ciinic Fee I I I [e Sevice | X
00002 Print/Provide Enter Medical e Rt Doscription Basis GV | Hospice X
1036F Non tobacco User 5 $50.00 MH Aftercare UN | X[=] [HA | Sex Off. Eval Addend. | X
36410 Blood Draw 5 $120.00 | MH LOP Group (low UN | X| | [ HF | Adut SA Individual (OP)| X
80101 Urine Drug Screen 50 $150.00 | MH IOP Group UN | x| |[Ho]intal Ol X
80104 Drug Screen, Multiple 506 $50.00 SA Aftercare UN | X| | QW] Medicare Drug Test | X
80304 Drug Screen 506 $120.00 | SA LOP Group (low UN | X| | [SF | Siiding Fee Scale X
90833 Psychotherapy 30 min. with ) $150.00 | SA IOP Group UN |X| | [SK | SexOff. Evaluation | X
90836 Psychotherapy 45 min. with |- H 905 $120.00 Dual DX LOP (low UN || || T |BCBS 10P Modifier | X
90838 Psychotherapy 60 min. with H 905 $150.00 | Dual Dx IOP Group UN | x| | [U4 | Facility Based 0P X
90885 Review of Records b024 $500.00 | Inpatient Rehabilfation x| | [Us [cPP Modifier X
90867 Meeting/Conference XE | Same DOS/Same X
90889 Report Preparation XP | Same DOS/Different | X
96150 Health & Behavioral

96372 Injection

99201 (Office / Out pt, New) i 5

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

e Inthe left column, click the down arrow " next to the field to open the full list of available
service codes.
¢ |f 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 for your custom service code. Enter the 5-digit code
and descriptive text, then click the button.

Type in & new custem Senvice Code (or cancel and press the
down armow to select a standard Service Code).

5-Digrt Service Code (requared):

I

Descrnptive Test (optional):

Revenue Codes can be created for 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 add
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 . Revenue Codes odifier Code Short List

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

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

Description

00000 non-billable X 25 | Medical E/M Same DOS| X [~
00001 Broken Furniture 7 X 59 | Same DOS X
00001 Clinic Fee J X ET Service X
00002 Print/Provide Enter Medical J X Code te Description Basis GV | Hospice X
1036F Non tobacco User X Y WH Aftercare XI=1 HA | Sex Off. Eval Addend. | X
36410 Blood Draw J X MH LOP Group (low X HF | Adult SA Individual (OP)| X'
80101 Urine Drug Screen 7 X X MH IOP Group x| [ HO | Initial DI X
80104 Drug Screen, Multiple X . SA Aftercare X QW| Medicare Drug Test X
80304 Drug Screen 7 X X SA LOP Group (low x| B SF |Siiding Fee Scale X
90833 Psychotherapy 30 min. with X X SA IOP Group X SK | Sex Off. Evaluation X
90836 Psychotherapy 45 min. with | - | X Y Dual DX LOP (low X TC | BCBS IOP Modifier X
90838 Psychotherapy 60 min. with X X Dual Dx IOP Group x| [ U | Facility Based 10P X
90885 Review of Records 7 X $500.00 Inpatient Rehabilitation b U8 | CPP Modifier X
90887 Meeting/Conference 7 X XE | Same DOS/Same X
90889 Report Preparation 2 7 X XP | Same DOS/Different | X
96150 Health & Behavioral 905 X |
96372 Injection X

99201 (Office / Out pt, New)

If you use modifier codes, such as for telehealth billing, you may click on a blank field in the right
column and type in your own code to create a Modifier 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 Revente Code Description
00000 non-billable x [2] | Room & Board Medical E/M Same DOS| X |
00001 Broken Fumiture /X e i Same DOS | X
00001 Clinic Fee 7 X I I Service | 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 | | 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| |[o06 $50.00 | SA Aftercare UN | | Medicare Drug Test
80304 Drug Screen 7 x| [[906 $120.00 | SA LOP Group (low UN | x| Sliding Fee Scale
90833 Psychotherapy 30 min. with | - x| |[206 $15000 | SA IOP Group UN | X| Sex Off. Evaluation
90836 Psychotherapy 45 min. with X || [ MH 905 $120.00 | Dual DX LOP (low UN | x BCBS IOP Modifier
90838 Psychotherapy 60 min. with x| |[MH 905 $150.00 | Dual Dx IOP Group UN | x Facility Based IOP
90885 Review of Records 2% 0024 $500.00 | Inpatient Rehabilitation X CPP Modifier
90887 Meeting/Conference 7 X Same DOS/Same
90889 Report Preparation [ 7 X | Same DOS/Different
96150 Health & Behavioral -] 905 X
96372 Injection X
99201 (Office / Out pt, New) X

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

Video Tutorial

Service/Modifier Codes

LAB REQUISITION PROTOCOLS TAB

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

e Click on the button to create a new order protocol.

1.

2.
3.
4.

Name the protocol.

Pick a test from the dropdown menu or type in the name of test.

Indicate the frequency from the dropdown menu or type in the frequency.
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 what type 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.

© 0N O

Settings & Directories
st 1 T p—

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

Sites/L ServiceiMod Codes Lsb Beq Profocol:  Meds Profocols  Provider Directory Insur Pavers Therapy Groups Formats MCMW Auth. Accounts Calendar Integrations More

S Nameoms I 11 ‘

Test Ordered Frequency:

Times X @ Diagnosis
Request Type Lab Clmaging OEEG QEKG

Order Protocols T New

1) s
" ADHD [

! Depakote Level

3
Lab Tests

[-]] ]| ] ]
Test Ordered Frequency: Times X Diagnosis Dele
‘ " Alkaline Phosphatase ABAP x1 552,52 =
Lab Reason/ 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 about the Lab Req Protocols tab.

=

The Meds Protocols tab 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 note. This is not
relevant to DrFirst ePrescribe.

MEDICATION PROTOCOLS TAB

e Click onthe button to create a new medication protocol.
1. 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 the dosage.
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 the Save button to save the newly created medication.

13.The newly created medication will show in this area. Continue adding medications as

needed to build the full protocol.
14. Click Save Protocol to save it.

Settings & Directories
Specific to Indiidual I Group | evel Settings & Directories
Seftings for Site Staft, Rules and MAR have been moved under the More tab
Sites/Letterheads Service/Mod Codes Lab Req Protocols Meds Protocols Provider Directory Insur Pavers Therapy Groups Formats MCM Auth, Accounts Patient Portsl Cslendsr Integrations More

"

Admission Orders

Medication Protocol List [& tew |

Protocol Hame ‘IISSIDH Orders

| el ’

Admission PRNs

Medications Edit Drug List

Ativan PRN (CIWA)

Ativan Taper

ment/Reason

irection ledicine
to Di Is  x Days Doses Col

- .

: e
) Celexa Taper
Direction Medicine Dose Route Gty Timing
3
? Common Cold (OP) e Start Prozac 20mg PO QAM =
ay Depression X
7
’ Medrol Dose Pack 3 =
Start Ambien Smg PO QHS PRN
P Multiple Meds (OP) L i X
5 B start Ativan 025mg PO q4hr PRH
Remeron Protocol D - Agitation X
' St Regular Insulin P start Antabuse 250mg. PO QAM
¥ Day . ETOH Deterrent X
1) " x &
Standing Orders: (w / instructions) B start Zyprexs 25mg PO oAM
12) STAT Ativan 3 Psychotic Features X
13) o
TB: Aplisol - =

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

PROVIDER DIRECTORY TAB

Use the Provider Directory tab to create a list of providers that you communicate with outside of your
practice’s ICANotes group. These providers may be Primary Care Physicians, referring providers, or any

other providers you may want to have in a central directory. This list is especially useful for making

referrals as you can store contact data as well as directions for the patient.

e Click on the button to create a new external provider.

e The cursor will move to the name field. Enter the provider’s information and then press the

button.

e By clicking the button, you may export this directory if you need to print it or send it

electronically.
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Settings & Directories

External Provider List

PGS Tx s
Viarw By Sitm Name [ I~ ] x E
oz dm & =
f Denais Doom <] mame D¢ Alice Stings| J ]
Case MgriTeam Leader AR i s
F = L= Dviete
B Dr. Alce Stigs Do ]
PsychistricPrescriber City ponapoks ]
- o ] O  aomaticaly sier by
3 Dr. Faris P, Alchoo Site working at locason
Family Practioner 2p B30 ] when acding PCP in
Dr. Frank N. Stein Telephone [143-512-1616 demcoraphics.
- -
. Sharos Fllerup
Pediatrician Email E:Mnc.gcwmw net
E T Dr, Wil Tickel Specialty PsyctuancPrescrber
OTPTRecreation Site Name I
Shaun Murphy, MD Owections
were [1282501253 ]
Other s [ssmno@pronder net ] O] B

f-{  DirectAddress [ ]

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

INSURANCE PAYERS TAB

The Insur Payers tab can be used to enter details of the insurance companies your patients use most
frequently and save them to a short list which will appear when you enter insurance details in a
patient’s demographics. Before you start creating, it is suggested you click the (%] button to
highlight the required and optional fields for electronic billing.

e C(lickonthe button to enter an insurance company name.

1. Enter the insurance company’s name.

2. Enter the mailing address (as seen on the patient’s insurance card).

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

4. Enter the telephone and fax numbers.

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

dropdown list.

6. 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.

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

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

9. 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 of your claims if this is deemed necessary by
your clearinghouse or insurance payer.
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13.If it is necessary to use alternate Provider or Facility NPI’s or an alternate Tax Id, use the
appropriate fields here to specify which order to use, as set in other areas of Settings 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 make an impact 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 to Save any changes you make to the insurance payer to ensure your billing is
prepared accordingly.

Settings & Directories
Seaciic 1o mavidual | Groun Level Settings & Dwectories
Sesleferheads ServieMod Codes LabReq Prowcels Meds Protecels Pruvifer Diectery LacPazs Dy Gecups Formaty MCMAMN Accusts Calender lntewraficns  Mece
Payer ARSINUCC Options
16 sl Cancel Delete
Insurance Payer Short List D____JD_II_!-E‘_J ““““‘““'0 . &
. - You are now oditing Cigaa.
Avins u Amy changes will overwnle this Payer
AL 2044582
s Cigna ]
[ ponasedt
Mesicare ! ahias Addross @2RD Great-West D¢ |
“2 1334007378 ]
UBH Madicare City, State Zipfi Bnet ] o] p3ssTaran |
ur ssasnssans
United Healthcare Telopho fax | ]
A $50-300-8000 Insurance T

Payer 1084 Anernative Payer D
Engoaity 041 Remittance
Submission ST kvonic | institusional Payer

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

e 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 click the button

toremove it.
e You may export this short list for printing or electronic transmission by clicking on the
button.

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

THERAPY GROUPS TAB

Use the Therapy Group tab to create patient therapy groups, view sessions created for each group, as
well as manage members and rosters assigned to specific groups in the Therapy Groups section. In the
Group Rosters section, you can create new rosters and assign patients to them.

ICANotes Quick Start User Guide | To Contact Support call 443-569-8778 3 4'


https://youtu.be/sSOMwZCVO-4

THERAPY GROUPS

Settings & Directories
.____________—___Im Group Level Settings & Direclonies
Gamings 12 Sou SN Ame 892 AR ot Teen Mival waser he M 10
SeslsGecheads ServiceMod Codes Lab Beq Protocols Meds Protocoly Provider Ditectory e Pages  Ihecapy Growes Esmaty MCM AV, Accounty Caiendar ifeoraions  Mare
rimer || Jx [#] sessions
1 Mumor Therapy 7™ x 1) &162020  Growp Thavapy Note x
2] N62019  Growp Therapy Note X
Mt e 2 ® x| |57 532019 Group Therapy Note X
» Parenting Support Group ;™ x 4)  WI02018  Growp Thesapy Note X
4 Sovth Famaly / - x a
Weekty Group 7™ x Members m
1) Qoe Aice 2004684621 811984 X =
2) Jonss, Gensoe 2004578558 711350 x
3)  Yuomps Alieen 2004676573 2129556 X
Priod All Groups | Seect a Roster > ]

In the Therapy Groups section, click the E button to create a new group.

In the 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

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

In the Members section, click the E button to search for a patient to add to the group.
In the Add Patient window, search for patient by name or ID number, then click Seareh |
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Add Patient Cancel

[Patient Name or D # | searen x

Hame DOB Ciy, Stabe, Fip Patiest ID 8 Status

e Click a patient’s name in the search results to add them to the list.

Add Patient Cancel
[e — """ Bewreh ¥
20 Paents Found
Marme boB City, State, Zip Patent D8 Status
Elgcironic B Claims EBilingClaims Active
Gone Balcher VIOR00T  Cape May, NJ 08204 2004890023 At
Goldilocks Baar 2M18M%92  Rulland, VT 05701 2004696083 At
Jacqueling Bouvier 1VI0MS2E  SpringSeld, VT 05156 2004584330 At
Kent Brockman araMese  Speingleld, VT 05156 2004684333 Inacte
Linda Belcher ar1aneEe  Cape May, NJ 08204 2004890021 Artive
Lm%w 126008 Cape May, M) 08304 2004890024 Active
Mary TrAMST3  SpringSeld, VT 05156 2004684331 Artive
Pater Bishop TrT2004  BakersSald, CA 93307 2004596543 Active

L8 n >

e To add patients from a specific roster to the group, click into the = SelectaRoster » |
dropdown and make a selection.
. o | weekly G . I
e With a Roster name selected, click Weeky Group I 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.

e Click the E button in the column on the left to create a new Group Roster.

Save

e Inthe Group Roster Entry, type the name of the group roster, then click to save.
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e The newly created roster will appear in the left column.
e To add patients to a roster, click the name of the roster in the left column. All patients will be
itemized by name in the right column.

e Click the . button atop the right column to add a patient to the roster.

e Inthe Add Patient window, search for patient by name or ID number, then click Searsh

Add Patient

[Pallem Namg of ID W I Search X

N DOB Ciy, State, Tp Pabesi D8 Sastus

e Click a patient’s name in the search results to add them to the list.
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Add Patient

b
20 Patsents Found

Nams

D08

City. State, Zip

Patient D' ®

Electronic B Claims
Gong Balcher
Goldilocks Bear
Jocqualing Bouvier
Hent Brockman

Linda Belcher
Lm@xw
Mary Bailey

Peler Bishop

1105007 Cape May, NJ 08204

2rangaz

Ruttand, VT 05701

10V10M925  SpengSeld, VT 05156

aranses
aranses

Speingleld, VT 05158
Cape May, W) 05204

10285000 Cape May, NJ 08204

TrRANGTI
THTr2004

SpringSeld VT 05156
Bakerseld, CA 93307

EBalan gClaims Active

2004590023
2004596023
2004684330
2004654333
2004690021
2004590024
2004584331
2004596643

e 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 a quick tutorial on how to use the Therapy Groups tab.

FORMATS TAB

Video Tutorial

Therapy Groups

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

Settings & Directories

J

Finished Notes Font & Printing Styles Group Preferences

Growp Documnentation

Sftesleflertesds ServiceMod Codes LabSeg Proiocoly Meds Proocoly Provider Ditectory taaer Prrers  Insaculoocss Cocmats MCMAUR, Accousts Calender infecrabions  Mare

Font Arial I (Gefault Aial f Diank)

(efault 12 if biank)

Size 12
Note Styls  Bold
Ralc

Uppercase

{overrides defaur

formasing)

Groun Level Setuogs & Daecionss

2inge 1o S St Mlutes 803 MAR Aave Sean movad ender the Mome tat

Override Foat Setting

Ignoce Fon sesing & retain all font
formatsng as entéred in each note

Overnde Size Setting
Igneee Size seting & retain 38 size

detaut

@ 35 entered in each note

e Click on the Font field to open the dropdown list of available fonts. The default is Arial.
e Click on the Size field to enter a new font size. The default is 12pt, even if left blank.
e Click on the appropriate checkbox(es) in Note Style to change the text style within the body of

your notes.

e Click on the checkbox(es) in Header Style to change the style of headers within your notes.
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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, click to Override Font Setting to ignore font setting and
retain all font formatting as entered in each note, or Override Size Setting to 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 be altered.

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

MCM AUTHORIZATION TAB

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

Settings & Dlro:t-o—ri—osgw -

S8eaiefiertesds ServiceMod Codes Lok feg Protocls Meds Protoccly Provider Quectory laser Peyers Insacufocs formats MCM AR, Accounty Celendar integrafiony  Move

Default Aeat Reciplent I! Detaust Alert Seader |« [ SotsyEws e [P ][ Ewes |

Show Only. A Theeshotd  [JNon-Expired

e Uty
Iaaued Msoriton 8 Used  Fars Authoreed  Used  Rumamng
| Banner. Bruce S142010 | 6546322 1 12 el =
Hudson S172019 | 78457845 0 2% st
Marie. Meghan 6172019 | 840168418145 0 7 st
Simpson, 162020 | 5458745 0 20 ozt
Smith, Beth TH2019 | 4564156180414 1 49 st

e The Show Only checkboxes Show Only: [IAtThreshold [INon-Expired 5116\ you to show only those

patients whose authorizations are at or past the threshold, or those that are not non-expired
and active, respectively. Alternatively, any listing in red needs attention as this indicates one of
the two alert thresholds have been reached, either for number of sessions/units and/or
expiration date.
e The button will allow you to edit the MCM authorization for the patient specified.
o Thel =stvEwrate |putton will list the patients by authorization expiration date.
e The button will print the list of authorizations.
e You may also export this listing for printing or electronic transmission by clicking on the
button.
If you need to update the thresholds for a patient’s authorization, you may do so by either clicking the
button or in the Chart Face by clicking the |Add or Update Managed Care Authorizations| hutton in the lower left-
hand corner.
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Click the button below to view a quick tutorial on how to use the MCM 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 under
the Accounts tab to link to a patient or charge in order to report on any of the codes you create, and
establish default statement settings options.

~ Settings & Directories

ESesleferhends Secvicedod Codes  Lab feg Profocoly Meds Profocely  Provider Oitectory Inawr Payers [heragy Qecups loomats MCMAMh,  Axcuct  Celendar Infecraticos  Mace
Codes | Statement Semings Optons

Payment/Adjustment Codes Billing Codes Settings

AR [Emrepp— | [ con O T | When 8 oaw Service Charge s added
Code Code
| — [_]

for 3 patient who i not marted a8
R Pestes by Emvma Ropts M;mmu-n-n

O Pasent
@ arance

) M Powed by Jace Moody

Laotia Diness

w

©
Patiert ¢ the Patent has 20 Secondery
Psirance or has . bat 0o
} COPAY  Frent dest corted Tese C Secondary.
0ee b paben Tertary nsurance snd there s o balance
remaining after e appicaton of any
L Safayes Prmary Faarance paymentyaduatnects

CIPA Ao Responsivity Swich

Alows §roup ablty 1o override Autopost
Conracteal Aduatmests Not needed ¢
00 1 Manusl nswance Post only.

R PA AR Aqustment Override

CODES

In the Codes tab on the left, the Payment/Adjustment Codes section can be used to setup a payment
code and description. When you post a payment in Patient Accounts, you can link these codes to that

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

1. Click the button to create a new code.

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

[ ]

3. Enter the Description for the code.
Description

4. Click the button to save the code, or to delete the highlighted entry.
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Payment/Adjustment Codes

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

2 ER Posted by Emma Royds .

2 JM Posted by Jane Moody
Description

4) LD Posted by Lotta Dinero Test Patient Fee

£n

COPAY  Front desk posted these

copays from patients

Lz

LF

Late Fee

7 TPF

Test Patient Fee

[ pelete I

A Billing Codes list can be setup in a similar fashion. You can report on these codes as well. They
are linked to charges recorded in ICANotes so that you can run reports on these codes.

Click the button to create a new code.
Enter the Code you would like to use.

1

2

3. Ener the Description for the code.

é._"S_eIec;c;th'l:eI button to save the code or to delete the highlighted entry.
ing «odes

1) GOVT Government Insurance
Payments

2) COMMER Ceommercial Insurance
Payments

2 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

Additional Settings to control where responsibility is assigned — whether patient or insurance —
and how responsibility is switched can be controlled to the right of the Billing Codes tab. PA
Auto Responsibility Switch will automatically switch the responsibility to the patient if the
patient has no Secondary Insurance or has Secondary, but no Tertiary Insurance and there is a
balance remaining after the application of any Primary Insurance payments/adjustments. PA AP
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Adjustment Override allows group ability 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 patient
basis in their individual Patient Accounts).

_Settings & Directories :
Specf to lndovadaal [ Group Leved Settags & Diceclones
ATngh for Site SE. Rules and MAR have Deam troved under e Alors 13
Seailemechesds SecviceModCodes LabMeq Profocoly  Meds frofocoly Provider Dvectorr loose Payers DhecagyGrowes Coomats  MOM Auth,  Acccuon  Calendar biearatomy  Mote
Coces [ Statement Settings 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™ B0 Waciuce Credit Card Paymest isfo NPt Mede DT
C ally
* Climician o Waciede Modiers Return Address Locaion  Billeg Address Location
Inciude Next Appointment Date Hokey Pokey Counseling J Hokey Pokey Counseling J
Exciode inswrance From Payment Amounts
Wchude Signature Lines Sta at »
Hide Adustment 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 Insurance Payment Details 5 Show Pationt Balance Respoasible Party
* Patent Guarantor 2 Seconcary Insured
Pey tDotalts % 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
additional statement settings. These additions are differentiated in red text within Account Default and
Batch Default settings.
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Please click the button below to view a quick tutorial on how to use the Accounts tab.

Video Tutorial

Accounts

CALENDAR TAB

In the Calendar tab are two distinct settings which can be set by Group Administrators: Settings that
Individual Users can Override and Group Level Only Settings.

Settings & Directories
Specific to lndividual B e

SeaieSechedds ServiceMod Codes LabBeq Protocols Meds Protocoly Provider Dwectory inawrParers Dherapy Growes Esomaty MCMAMH, Acccuen  Calendar infesrabions  Mere

Setsngs that Indhidual Users can Override @
| e

oect0 a0
M«N&::::;:(; 15:000 ]
S -

> refresh ntervel S | A casent wih cumestly actiee
(rumbes '."mu’ b:'"“) Medioare primary covensge b
et AFeIUIe Kor Mo e ore
BOOCAETmAnt ON the At date
show weekernds O prevent double o
of a medicare pabent (excest
e canceled appontments (] v Canceed reschaduind)
hide reschedded sopontments [ tly grocat ickein may . ) warn before double booking (]
@ ot enter asTent patent adifedcdlete Bock o a medcare pasent
nrewevent O ';' tyve x =
cote oot @ e
Tra Nalipwing Settings are ooty rumber of cokmes to D
etorces aher 3 rew 1agin deplay

how cokem cont [
show schadued devoens eoly O

In Settings that Individual Users can Override, settings 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 a
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
{in minutes)

refresh interval E

(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 Settings, settings 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.

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

INTEGRATIONS TAB

The Integrations tab contains additional settings for customers utilizing integrations with ICANotes,

Group Level Only Settings

Double Scheduling = A dinician
has more than cne appointment
scheduled in the same time slot

prevent double scheduling
{esecept over
canceled rescheduled)

warn before double scheduling

prevent double scheduling
over block outs

only group admin may
add/edit/delete blodk outs

show type color
instead of status color

nurmber of columns to

display

Double Booking = A patient is
scheduled with more than cne
clinician in the same time slot

prevent double booking
{esecept over
canceled/rescheduled)

warn before double booking

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
of a medicare patient (except
owver canceled/rescheduled)

warn before double booking
a medicare patient

such as Kno2 for electronic transmission of patient records. Please consult with your Account Manager
or with ICANotes Support for configuring these settings.

Specific 1o Indradusl

Enter Kno2 Settings

[

Geoup Lee] Settings & Duectonies

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

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

[ Sos St | Maz | Budes | G Tevalaim

SITE STAFF

The Site Staff section is useful for organizations with multiple locations. Use this tab to assign clinicians
to one or more sites/locations. When assigned to a site, 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 call 443-569-
8778 or submit a ticket via ticket@icanotes.com to request this feature be enabled for your group.

The Filter by Site checkbox organizes the list by site/location.

The Filter by Clinician checkbox organizes the list by clinician.

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

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

Click on the Pick a Site menu and choose the site you want to assign to a clinician.
Click on the Pick a Clinician field and select the clinician you are assigning from the
dropdown list.

Click the [_assimstat | hutton to save the assighment.

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

oOukwneE

N

o

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

Sossun I ws 1 e | Claien Temstues

Contact ICANGtes Support at (443) 5698778 i you want this feature turned on

Fimac oy Ste Filter Dy Cindcian
< Select 3 Site > ] <Selecta Cinican > | Print |
Ll

F:"‘ Pokey Counseing “TEmma Royes, RN x [+

(6]

Pick a Site Pick a Clmician
e < Seloct a Site > ‘:, <SelecdaClnican> |
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Click the button below to view a quick tutorial on how to use the Site Staff tab.

Video Tutorial
More Tab

MAR

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

Settings & Directories
Spaci to Indevidaal [ Group Leved Settngs & Direclosies
Sarsege br ide D1aft Autes 34 LIAR ave Doas mivad under 1he More a2
ofes Lab Beq Protocols Meds Protocoly Previder Divectory lowsr Pavers Ihetapy Growps Eormats MOMAgS Accounts Calendar lsearationy Locs
Sas St | s 1 Sudes | [RREE ——
1ae
Administer At
Medication Timing 1 2 3 3 s
QAL v 0900 =
QPu 2200
Daily v 0000
QH3 , 2200
a Hout of Sieep | 2200
8ID ~| 0900 1600
TID v 0900 1600 2200
Q0 o 0900 1300 1700 2100
every 8 Pes *| 0800 1400 2200
+]

Note: Any group intending to use the MAR must attend training with a clinical education specialist.
Please visit our website training schedule or email ticket@icanotes.com to request MAR training.

MISCELLANEOUS RULES
The Miscellaneous Rules section has several features you may wish to enable for your group. Before

your start creating, it is suggested you click the 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

Frap I P [ R | [r——

B Check ifHote s Claim-Ready @ Snicl Fremindar B rence  Lags Rolg
B Fagiing Labs by Delsull e Jritial Psychiatses Exam [5] Hours PayMD | w1~
Hex Wnigue Patient IDe Initial Mursing Exam 24 Hours RH x
Iratial TR 2 Hiurs Thar X
Fomwaed Patianrs Telephans Intake Notes To 2 _— = m =
QWD TS T
Eulling Noles (Fabent Accounts) s ur nar | X
Hiscemansous Holes [Demographics X
Pag Paychigin: Histo wenplete Evaluation Nole)

Caxabion walses for Bilng Sendoe CoMbos

e On the left, you will see the Check if Note is Claim-Ready checkbox. If you submit claims
electronically or print HCFA forms regularly, then this box should be checked so that the system
automatically reviews each billable note when it is compiled to see whether it has all the
elements to make a valid claim.

e The Fasting Labs by Default checkbox can be checked so that when a new lab test order is
added it will be marked as “Fasting” by default.

e |[f your account is enabled for generating unique patient IDs, use the Next Unique Patient ID#
field to indicate the starting ID value.

e Forward Patient’s Telephone Intake Notes To is where you can decide if you want the intake
notes from the telephone intake to go into various areas within ICANotes.

e The Duration Values for Billing Service Combos section is a type-in field where values can be
input for billing purposes.

e Ontheright, there are a number of Clinical Reminder Rules which can be configured to control
the timing of due dates for various patient documents from the time of admission. Once these
time intervals have been established, overdue documents will appear on each clinician’s
Clinician Reminder Sheet for easy visibility into items which require attention.

Note: This feature must be enabled by ICANotes Support. Please call 443-569-8778 or submit a ticket
via ticket@icanotes.com to request that this feature be enabled for your group.

Clinical Reminder Rules Latency  Units Bole Delete
Initial Psychiatric Exam | a0 Hours PsyMD |x e
2
72 X
50 X
1 L Tx]
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CLAIM TEMPLATES

The Claim Templates section can be utilized by inpatient facilities to build templates of pre-defined
fields for populating institutional claims from within ICANotes.

1. Click the button to start creating a new claim template.

Give the template a Template Name.
3. Fillin the pre-defined fields by type. Each number represents a different box number

within the institutional claim.

4. When finished, click to save, to cancel, or to delete

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

N

Settings & Directories

Sarsege b Sile Siaft Ales 302 AR Fave bee "3 under 1he A
Sesleerteads ServiceMod Codes Lab Req Profocoly Meds Promcoly Provider Dwectory losse Payers Thetapy Growes Eommats MOM At Actounts Calendsr Isearationy  Lixs

Sos Suy I s | Mscatiacaca Budes T Qo Tazolum
e m@
%) Tompiste 1. 832 =]
2 Template 2. 133

Template Name [Tomgpiate 1- 833 ]
e & Type of Bl

WAsmaType I ]
16 Admt Source [ |
17 Discharge sutes 7|
18 Condition Code ||
19 Conattion Code [IT__|
31 Occurrence Code E
32 Occurrence Code 1|
33 Occurrence Code P71 |

CONFIGURING INDIVIDUAL SETTINGS

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

Click on the Settings + Directories drawer in the Chart Room, as shown below:
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N - Lo I
Behavioral Health EHR

Chart Room for Crystal Docs working at | West Coast Clinle | I e

: harta:

[ 2 Pamaing w || the Prmemmey bing |

ale= Ervbest Fatuprs] Firma_ 10, Blisdes fumme DO | on'un/unn | Plase o0 510 reme
e || Enter Patist Hame, 1. “5‘@
Barns N

Lasit Mamia o]

Click on B nama to gat Bhe pabiont’s chart,
Howes carsor ovnr name for meone dedails.

[ooiTokiea s [ comteatve |

The Specific to Individual tab will be the default window displayed when navigating to Settings
& Directories. If you are a group administrator, you have the ability to configure settings for all

users in your group as all accounts are itemized within the left side of the window. Non-group
administrators will only be able to view and modify their own account settings.

Group Administrator view:
Settings & Directories

You sre slowed 10 see all Group MeMoers because you are 8 Grosp [
Amy Pea

Hame Crystal Docs

National Provider 10 9908887776

Sepervisoe(s) can e notes owned by Crystsl bocs
o
A Natiooal Provider 10

DEA Number XAST45447 Tatansee Nuvter
Federai Taxia 46.581815464 s oen L <SeedaCinaan: ]
Ale. 91 Fedeoral Tax ks ssH N Swpervisee(s) C rystal Docs can et motes cwned by these
AL £2 federal Tax i ssu BN il 0
[JoyZepp.MO.P50 00
Taxomomy Code  (lhoved to Payol

Bl Under Supervisor Rules tab)

My /wps com O

gy ri;gﬂwmgm

for Gov't clakms

Accept Assignment  Yes  No
Status @ Sale
Group Member

Pasye Nate must Aave § characiers and st mast
prd| o0 leter 230 ote sumber. One of the letters must be captsized. | Cuobour
- The password should fot NClude the user name 853 Shouls not be.

the same 23 e freveus password
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Non-Group Administrator view:
Settings & Directories

Seecific 10 ladradual Geowp Level Settings & Ditectogies
Crystal Docs Perzanallnto [ Cazcload  Bifing Rates & Payer Rules 010 Codes | Custom Buttons Deace  Restore Deleled
User e erystaldoe ——————— -
Idensty ] Ogtions Calendar Ootions.
Name Crystal Docs
National Provider 10 9998837776 Supervison(s)
Medical License Number
OLA Number  XABTAS447 Somine Numier
Federal Taxia 46.581815484 SSN e BN
' x % ; Temporarily Switch User Typ
i
Yyt For Gov't claims
Bl Under Supervisor
Medicaid 10 £ Accept Assignment  Yes  No
Clns Renderng Status & Sole Practitioner
Emait Crystaisdocumentationgicanctes.com Growp Member
intials CP
Usor Type Office
User Facilty Type patient Outpatient
User Name Crystaldoc User 0 106623
Group Name Documentation
Group Administrator Yos © No
Pease Note Passwords must have § characiers 80 of least
Conter Change My Password| o-c ene e sumBer, One of the letars must be castaized
The pase ShOUE Kot PCLde (e Uaer Aame And ANoUK No be el
e 1370 34 e revous patamord

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

haracters and al least
tters must be caplaized b

er name and should not be

P
Security Center Change My Password | o0
My Security Info ™

u"rcsopm' ihe same as the previous password

| Show |rbldumbydowuicb.|g Reauitad Optiona)

e Security Center — ICANotes users setup as Security Administrators for a group can enter this
password-protected 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.

e My Security Info — Users can check their email address is unique, as well as retrieve security
guestions and answers from the Upload Site. If a user calls into ICANotes Support to reset their
account password, these security questions may be used to help confirm their identity.

e 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.

e Change My Password — Users can opt to change their ICANotes password at any time. It s
highly recommended you log out of your account following a password reset, then log back in.

e 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.

e Show Fields Used by Electronic Billing — When this button is clicked, all fields required for
electronic billing will display in yellow, with optional fields will displayed in pink.
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PERSONAL INFO TAB

Settings within the Personal Info tab pertain to your identity and personal preferences. When you first
enter Settings & Directories, you’ll be looking at the Identity section of this tab. In Personal Info you
will also access Options and Calendar Options.

IDENTITY TAB

Personalinto | Caseload | Billing Rates & Payer Rules | ICD.10 Codes | Custom Buttons | Reminders | Device | Restore Deieted

Identity ] Qptions | Calendar Options.
Name Crystal Docs
National Provider ID 9998887776 Supervisor(s) can edit nots
Medical License Number A
DEA Number XAB745447 Suboxcne Number
lect |
Federal Taxld 46.581815484 SSN ® EIN [_<SelectaClinican> ]| Assign Supervisor
| Federal Tax id SSN EIN Supervisee(s) Crystal [ an edit note
e Joy Zepp, MD, PsyD =]
Taxonomy Code (Moved to Payer
Bill Under Supervisor Rules tat |
Medicaid ID #
= 2 MU fMipscam [
CUAs®
Email Crystal*documentation@icanotes.com é;'::o""" Switch User Type 1

Initials CP

F 7 i
User Type Office or 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 the left side of the Identity tab you can enter your:
e National Provider ID (NPI)

e Alternate NPI

e Medical License Number

e DEA Number

e Suboxone NumberFederal Tax ID

e Alternate Federal Tax ID (1)

e Alternate Federal Tax ID (2)

e Medicaid ID #

o CLIA#

e Email

e |nitials — initials display on note previews within every patient’s chart face as a means for quickly
identifying which provider the note belongs to

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

e Name — this is set by your Security Administrator in the Security Center

e User Type — this is your assigned discipline and is controlled by your Security Administrator
e User Facility Type
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User Name

Group Name —this is an internal designation by ICANotes

Group Administrator

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

On the right side of the Identity tab, you can view or modify the following settings (Click the
button to highlight any required and optional fields for electronic billing):

Supervisor(s) — Specify one or more supervisors for each provider. This feature will allow the
supervising clinician to have edit access to the work areas of the supervisee’s notes. The
supervisor setting may also be used to grant access to billers for claim preparation purposes.
Supervisee(s) — Any other user for whom you are designated a supervisor for will have their
name displayed here. For all users named here, you will have edit access to their notes.
MU/MIPS/CQM - This designation is controlled by the Security Administrator in the Security
Center.

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

For Gov’t Claims — If you accept government assignment for Medicare payments, indicate so
here. Also indicate your rendering status (sole practitioner or group member).

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

OPTIONS TAB

Under Options, 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 e V4 Telehealth
Navigate to Simplified PN []
e Electronic Signature Name Level of Care Writes to: O History O Instructions
Finished Note Header Name @mmﬂﬂmﬂmﬂlﬂm
Clinical Decision Support Rules R show Diagnostic Algorithm Show
o Patient Education Matecial [ Use Military Time
Default Site/Letterhead Name Include Medical History _ Yes @ No
o West Coast Clinic | Include Notes/Risk Factors  Yes  No
Include Diagnosis @ Yes Omit All Omit Axes i to V
c Use Custom Rx Letterhead? [J Include Medications | Yes .| No
Rx Discount Card Enabled [
OQQMAMDM
Batch Deletion Enabled [J
Timezone aters 6 @ Default Note Titles |
elative to GMT) Centra ,  Show Clock at startup? []
" Defauit Discipline & Complete
-5
I i Show Clock Now A Note Type
ignore 05T ]
@ Default Note Headers |

. Signature at End of Note — 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 Name — Your Electronic Signature Name will populate when the electronic
signature is generated for you by ICANotes Staff.

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

Default Site/Letterhead Name — If you have multiple sites, you can use this dropdown field to
select the site you are working at. This will apply that site’s letterhead to your notes, as well as set
this site as the Facility Location for each note created.

Use Custom Rx Letterhead — By clicking the Yes checkbox, you can override the letterhead of your
ICANotes-generated prescriptions (within standard medications) with whichever letterhead
information is entered here.

. Timezone (Relative to GMT) — Please enter the number which corresponds to your local time zone
in this field. Changing this number will only change the time on notes and other timestamps going
forward and will not impact already-created notes.

. Show Clock at Startup — Some clinicians may have ICANotes maximized which blocks the view of
the block on your local desktop. We offer a small clock that will display in the lower right corner of
your screen when you are using ICANotes. You can click the checkbox to have the clock start
automatically when you login, or when you click the button to start displaying the
clock right away.

. Options at Logon:

a. Clinician Reminder Sheet — Click the checkbox to automatically display the Clinician Reminder
Sheet each time you login to ICANotes. When enabled, you will see this report before seeing 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 to — Specify whether the Level of Care should automatically write to either
the History or Instructions within a progress note.
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10. Options When Compiling Notes:

a. Clinical Decision Support Rules — Click to enable showing Clinical Decision Support Rules. These
rules show detailed information via a pop-up window when certain actions are performed in
ICANotes and is required in order to comply with Meaningful Use.

b. Patient Education Material — Click to enable the ability to print Patient Education Material for
medications and/or diagnoses. This box must be checked if you intend to attest for Meaningful
Use incentives.

c. Diagnostic Algorithm — 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 Time — Check this box if you would prefer a 24-hour (military time) clock instead of
a 12-hour 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 specify whether to
include Notes and Risk Factors within your patient notes.

g. Include Diagnosis — Choose between available options to specify whether to include diagnoses,
omit all, or omit only Axes II-V in your patient notes.

h. Include Medications — Choose between available options to specify whether to include
medications within your patient notes.

i. Rxdiscount Card Enabled — Choose this checkbox if you would like to enable the Rx discount
card. Contact ICANotes Support to have this feature enabled for your group.

11. Options 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 at a time.

12.Telehealth — Click the button to view your 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 | Default 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 type.
Datault Discipline & Comphate
14. Default Discipline & Complete Assessment Note Type — Click the Assessment Hote Type button

to set a custom default Type and Discipline for the Complete Assessment.
15. Default Note Headers — Click the | Datasii Hote Hoaders | 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 the Options tab.

CALENDAR OPTIONS

In the Calendar Options tab, 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:
Use Legacy Sattings salected in this Sres will Safsult ke this staff / dinicisn
mm“ Thasa individusl cptions supeneds group options.
Indiveiusl Group
time scale incements
{n minutes) 5| Doy, com
otart day at [ 8:00:00
{select 0 for midnght) “ | showweskends O O O
end day at | ] 19:00:00 | hide cancelled appaintments O O [0
defa::h . Ly hide rescheduled appontments O O O
aton [ | 20
sty 2_J danotenter cutent patent O O [J
in New event
refresh interval | 5 |
(pumber of mirutes maximize calendar window [
batwesn auts-refresh)

sartonview [ ] meaureatien Logen)

Choose which version of the Calendar you 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 options. The Start on View field is for setting the type of calendar
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 use the Calendar Options tab.

Video Tutorial

Calendar Options

CASELOAD TAB

The Caseload area shows the caseload of the clinician selected on the list in the 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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ICANGte D) I cranroom

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 =] [ personatinfo | Caseload | Biliing Rates & Payer Rules | 1D: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
3)
). {Crystal Docs [) Banner, Bruce 41411970 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
) Joy Zepp, MD, PsyD B
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 Note: Passwords must have 8 characters and at least
e Ny Ay Change My Password | one letter and one number. One of the letters must be capitalized
[+ My Security Info The password should not include the user name and should not be
R User G Options the same as the previous password.

The left column (within the Caseload tab) displays patients assigned to the clinician selected on the left.
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 buttons 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 additional clinicians who are also assigned to the selected (from the left
column) patient’s chart. This includes clinicians who were assigned to a patient via Demographics in the
patient’s chart. However, if any clinicians are assigned to a patient chart via this screen, the designation
will not appear within Demographics in the patient’s chart. Further, this will not reflect any supervisors
who have been assigned under the Personal Info tab.

To assign a provider here, click first L—=SelectaClinician > __| t5 Select a Clinician from the dropdown
field, then click the |__Assign Provider | yytton.

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

BILLING RATES AND PAYER RULES TAB

The Billing Rates & Payer Rules tab 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 recommended you click the button to highlight the
required and optional fields for electronic billing.
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ICANOED) | Sennoon |

Settings & Directories
Specific to Individual Group Level Settings & Directories
You are allowed to see all group members because you are a Group I
1) Amy Peacock =] [ personalnto [ caseload | Biling Rates & Payer Rules [ ICD-10 Codes | Custom Buttons | | pevice | Restore Deleted
User Name: apea
[ Anna Recksick, MD Billing Rates Provider Payer Rules Billing Service Combos
User Name: arecksick
3) Crystal Docs
User Name: crystaldoc
5 Emma Royds, RN Billing Rates for Services (for jzepp) Paste
User Name: eroyds Brint
5) Frank N. Stein, LCP
User Name: fstein Set Service code drop-down Ful Short
6) Jane Moody, LMFT Procedure Code Modifier(s) Insurance Payer Bliling
User Name: jmoody 00000 non-billable s s $0.00 | X}~
i :’V :"’p'_"o' PeyD 00001 Broken Furniture 2 ¥ x
ser Name: jzepp T v v
6 Lotta Dinero o o ] ssso0 |
User Name: 1Sioess. 80101 Urine Drug Screen o4 $50.00 | %
80104 Drug Screen, Multiple 4 V|| $75.00 | %
80304 Drug Screen o V|| s$6500 | %
90833 Psychotherapy 30 min. with EM services| - V| s125.00 | %
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
SRy Cei Change My Password | one letter and one number. One of the letters must be capitalized
= My Security Info The password should not include the user name and should not be
the
e T8PiS Ut Us CS Options the same as the previous password.

Click the button below to view a quick tutorial on how to use the Billing Rates & Payer Rules tab.

Video Tutorial
Billing Rates & Payer

Rules

BILLING RATES

The Billing Rates for Services section 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. Some
insurance payers require these two-digit codes, such as for telehealth services.

Personalinto | Cassioad | Biling Rates & Paver Rules | ICDA0 Codes | Custom Buttons | Beminders | Device | Restors Delated

Billing Rates [ Provider Paver Rulss | Billing Service Combos

Billing Rates for Services (for crystaidoc)

A

Set Semvice code drop-down RSt Ful Short

Procedure Code Modifier{s) Insurance Payer Billing Rate
99201 (Office / Qul pt. Mew) - GT Y §T400 | X
G0458 Telehealth Pharmacologic - GO I §116.00 | o

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 billed. Tip
for Group Administrators: When setting up rates for a new group, it is helpful to use the Copy and
Paste buttons to populate rules between providers, rather than re-creating 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 can create
a group’s short list by going to the Group Level Settings & Directories tab at the top of the screen, then
selecting the Service/Modifier Codes tab.

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

Enter one or more Modifiers, as needed.

Enter an Insurance Payer if you want to assign a specific rate to a specific insurance carrier.
Enter the Billing Rate for that service in the last column on the right.

To delete a billing rate rule, click the red X to the right of the billing rate.

Select to copy the entire list of service codes and billing rates.

o Select to paste the previously copied list of service codes and billing rates to another
user.

e Select to print the entire list of service codes and billing rates.

PROVIDER PAYER RULES

The Provider Payer Rules section defines what information will be added to an insurance claim, per
insurance payer.

[ Biling Rates [ Provider Payer Rulss | Biling Service Combos

Copy
0 Payer Rule(s) itor crystaidoc) Paste
Print

RSUFANCE Rendering Billing Bill Under

nsurance Payer Group # Code Modifier Taxonomy AXONOMmy Supenvisor

[ All Payers | [ Growga | [ a8 Coce 1] up Jey Tepp, MDD, PeyD X
Cira 6 [ Growpe ] [ 2N Coces 1] al X123456T89 XOBTHS4321 x
United Heaithcasy é [ o ]| = XKIN1222333 X444555666 Anns Recaeic, MO ﬁ
-+

1. Since all fields except for the Bill Under Supervisor are 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. The selected provider’s (Anna Resnick, MD) information will be present on claims when United
Healthcare is the payer, and the taxonomies specified in that row will also be used on the claim.

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

Defauit Payer Rule
Usedto define default rendering & Billing taxonomy codes.
Detault codes will be applied when no ofher matching payer rule ks 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

Defauit Rendering Taxonomy Code
Is also applied when user is 5t as 3 bill under supervsor

insurance Growp Number & Service Code
When applying payer rules, Bey 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.
Only he Senice code In the frst position of 3 note Is matkched

Biting Taxonomy Code & Bill Under Supervisor
Baing taxonomy code is NOT overridden by bl LNCer SUREMVSOr Seltings
Applied payer rules with an emply dilling taxononmy code will cause ALL corresponding elements in ALL
related claims to also de emply

Auto Modifiers
Modifiers are NOT matchad when referencing taxonomy codes NOR tdl uncer supenisor information
Ris Des!to create rules for Gefault auto modifiers without taxonomiy codes or bill under superdscr specified
¥ group has Set Modifiers Based on CBR enabled. then payes rules will NOT be used 10 auto st modifiers

BILLING SERVICE COMBOS

The Billing Service Combos section 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 | Prouider Payer Rulss | Biling Service Combos

ICD-10 CODES

The ICD-10 Codes tab allows you to create a short list of ICD-10 Codes for the user. This list is used in
the diagnosis fields of notes for a shorter list to choose from.

ICANotes Quick Start User Guide | To Contact Support call 443-569-8778

59



ICANG D) [T Jenon]

Settings & Directories
[ Group Level Settings & Directories
You are allowed to see all group members because you are a Group Administrator
) Amy Peacock = lmTWTW]W[WTWTMTM
User Name: apea
2) Anna Recksick, MD [_copy |
User Name: arecksick |__Paste |
g [_Print |
) {Crystal Docs Short List of ICD-10 Codes (for jzepp)
User Name: erystaldoc
) Emma Royds, RN ICD-10 By Code IcD-10
User Name: eroyds
5 Frank N. Stein, LCP
User Name: fstein F411  Generalized anxiety disorder, F41.1 (ICD-10) X[
6) Jane Moody, LMFT - 1
i e F430  Acute stress reaction, F43.0 (ICD-10) X
) Joy Zepp, MD, PsyD F419  Anxiety disorder, unspecified, F41.9 (ICD-10) X
User Name: jzepp F90.0 ron-defh s irantly inatterdi £90.0 (ICD-10 |
8) Lotta Dinero - Rorver, type, F90.0 (ICD-10) - x‘
User Name: Idinero F840  Autistic disorder, F84.0 (ICD-10) = |
F315  Bipolar disorder, current episode depressed, severe, with psychotic features, F31.5 (ICD-10) — 1
F91.0 Conduct disorder confined to family context, F91.0 (ICD-10) = x|
| |
F809  Developmental disorder of speech and language, unspecified, F80.9 (ICD-10) — 1
145.0 Somatization disorder, F45.0 (ICD-10) I = x|
Please Note: Passwords must have 8 characters and at least Fix
Security Center Change My Password | one letter and one number. One of the letters must be capitalized cnpb:ym
S My Security Info The password shouid not include the user name and should not be
e Daeccs ot the same as the previous password

In the ICD-10 By Code section, click into the initial (short) field to enter an ICD-10 code by its code (ex;
F41.1), then press the Enter or Tab keys to populate the description in the next (long) field.

In the ICD-10 section, use the three fields to search and enter diagnosis codes by type (ex: FO1-F99
Mental, Behavioral, and Neurodevelopmental disorders), category (ex: F01-09, F10-19, F20-29, etc.),
then subcategory (listing of specific codes within the chosen category)

e To delete an ICD-10 code, click the red X to the right of the code.

e Select to copy the entire list.
e Select to paste the copied list to another user.
e Select to print the entire list.

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

Paste
Short List of ICD-10 Codes (for joydemo) Ll
ICD-10 By Code ] ICD-10
F30.3 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) ", {
[ Fes Unspecified mood [affecti B X
" FB081  Narcissistic personality ¢ Ty :; x|
— NewDesciption —
F430 Acute stress reaction, F4  — — — e X
F419 Anxiety disorder, unspec X
‘ Fa2 Obsessive-compulsive ¢ Cancel l .  EErl
[ res2 Tourette's disorder, F35.2 (IC0-10) s X H

Click the button below to view a quick tutorial on how to use the ICD-10 Codes tab.

Video Tutorial

ICD-10 Codes
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CUSTOM BUTTONS TAB

The Custom Buttons tab 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 the system.

gICANotesa ' JchartRoom

Settings & Directories

[ Group Level Settings &
You are allowed to see all group members because you are a Group
1) Amy Peacock = WTMTWIW]WL Tmmlmmmm
User Name: apea
2) Anna Recksick, MD
User Name: arecksick
3 Crystal Docs Custom Shared Buttons
User Name: crystaldoc Al
4)  Emma Royds, RN
Button Name How Shared Context 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)
) l'J"’Y :wpv_ MD, PsyD 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
User Name: Idinero 7)  Possible Suicidal Intent Group  Risk Assessment Jane Moody, LMFT
Please Note: Passwords must have 8 characters and at least
Fix
Security Center Change My Password | one letter and one number. One of the letters must be capitalized cnpbou:m
=1 My Security Info The password should not include the user name and should not be
TR User C8 O the same as the previous password

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 Tl
Adj Dis See List

Adjustment Disorder
Admission Notes

Admission Orders

ADR

Affect

-

[l

]

[ 111

Anger
Anxiety: See List
ASAM Dim 1
ASAM Dim 2
ASAM Dim 4
LAdtism 00+

[TTT1]

You may choose to highlight (in red) a button on the list or share it with your entire group by
clicking the approprlate checkboxes next to a custom button on the list:

Button Name B i hlight Context
|1) Motherly = @ Play Therapy edit H
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.
If you want to review the list of all shared buttons in your group, click the [ shov A shared Butons |
button in the upper right-hand corner.

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 to view a quick tutorial on how to use the Custom Buttons tab.

)

REMINDERS TAB

The Reminders tab 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 = | personliio | Caseload | BilingRates & PayerFules | 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:

200 Janina Test 4 (|
User Hame: janinatestd
213 Jay Monjon
User Hame: jaytestd
[32) Joel Test 4

User Name: jtestd
¥ John Test 4

User Name: johntestd
[#4) Joy NoDrFirst

User Name: joytestiour
1251 Joy Office,

User Name: joyoffice
[8) Joy Test2

User Name: jojtest? ~
¥7) Joy Testd

User Name: joytests
72 Joy Testa - Flease Note: Passwords must have B characters and af least .

ey e i Security Center one lefter and one number. One of the |etters must be capttalized By
[29) Justin Sevik Testd - The password should not include the user name and should not ke (L]
the same & the previous password

You can start a new Reminder by clicking the button.

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:

Select the clinician you want the reminder sent to (Recipient).
Select the Date it should be sent, whether the reminder should be repeated, and at what
interval.
Enter a Subject for the reminder.
Type your Message.
Link to this Patient? Choose yes or no.
= |f yes, click on the <Click to Select> field to select the patient you want linked to the
reminder.
= After you select a patient their ID# and DOB will appear. You will then have the option of
clicking on the field labelled Contact via to select how the patient wants to be contacted.
= When you link to a patient, an icon will appear in the Reminder message. If you click on the
icon, you will be able to open the patient’s chart.
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For a Staff Reminder:

e Follow the steps outlined above for a Clinician Reminder, but select a staff member rather than
a clinician as the Recipient.

For a Patient Reminder:

e Select the clinician or staff member (Recipient) who will receive the Reminder to contact the
patient.
e Select the Date the Reminder should be sent and whether it should be repeated and at what
interval.
e Enter a Subject for the reminder and type your Reminder Message.
e Link to this Patient? Select yes or no.
= |f yes, click on the <Click to Select> field to select the patient you want linked to the
Reminder. After you select a patient, their ID# and DOB will appear. You will then have the
option of clicking on the field labelled Contact via to select how the patient wants to be
contacted.
= When you link to a patient, an icon will appear in the Reminder message. If you click on the
icon, you will be able to open the patient’s chart.

For AIMS Exam:

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

Once the reminder has been created:

e You will notice that the Patient Reminder box is now checked at the bottom of the Reminder
dialog box:

e The newly created Reminder will show on the tab.

Status From To [ ate Subject Patient E a
13 Pending |.J0yTest2 |.J03rTest4 |3I16I16 |Reminder: Copy Insurance |Doe,Jane O

£
I
=3

e After the patient has been contacted, go to the patient’s Chart Face and click the |__‘Reminders
button.

e Select the Reminder you wish to view, 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

| :

e Check the Contacted box; today’s date will populate. You can click the Calendar
change the date if necessary. This checkbox is also available when accessing the reminder from
the Reminders tab.

¢ Patient Reminder |54 contacted ) Date i

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

RESTORE DELETED TAB

The Restore Deleted tab feature is used to restore any notes, charts, or Treatment Plans you may have
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 Treatment Plans that others
may have deleted as well.

Settings & Directories 2 -
Specific 10 Indnadual Geoup Lewel Settings 8 Duecioties
' Amy Peacock t*{ | Personalifo = Caseload = Biling Bates & Payer Rudes | KCD-10Codes | Custom Buttcas | Reminders  Dexice | Reatoge Deleted
-t Notes, Charts and Tx Plans Deleted by
31 A0 HChHIcK MO Deleted Notes | Doleted Chats | Deletea TxPlans | crystaldoc
s lae arechsich
35 Crystal Docs Deteted Hote Ssmee e L3, |
Shey Sama: grysiidne Parvar_ Otrver TR42020  Quick Note 1
% Emms Royde. BN This note shoutd contain the new custom nots e E_
Mardpan, Mancels TRON2020 Progress Note ¥
Ut mates Nome a
Patient Aveal 702020 Progress Note ¥
ol rared Neite a
7 Joy Zepp, MD, PsyD Walker, Petra 6222020 Prmary Care Note r
User Hame: jrepe Untiares Nore EL
11 Lotta D. McDonough Bishop. Peter 1152020  Propress Note F
User Name idners Unfrabed Note E-
Parker, Olhver §2202020  Propress Note ¥
ot mares Mo E.
Pationt, Aceal £152020 Progress Note ¥
eteared Note a
Maride. Meghan 4242020 Comgiete Evaluation ¥
Ut maret Nove E:
Center
1 Info
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 chart
or note may be granted or restricted within the Security Center.

To restore a chart, note, or Treatment Plan, simply click the #x icon 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 clicking the Micon.
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Click the button below to view a quick tutorial on how to use the Restore Deleted tab.

Video Tutorial
Restore Deleted

CREATING AND ACCESSING CHARTS

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

ICAN;:tgsa e

Chart Room for Crystal Docs working at | West Coast Clinic 2 v{;;w“
w |-I'-~¢--v-rﬁ-» o Prrmenany sy
o it - ; o N
:
— — 5
x ) = | ==
] [>T 1 iaad Intaal Mad
Putel Haminges favice ™ o
o = P coesn | I 2, |
" [ Crui Sateniar | e
| AR m. [re——.
[xu] =] I == E cirecsoron
— — | Theragy Grcugs —
1 I - —l
Chadta -
[Btart Totetrain Saaaion] ContactUs_|

e Included in the Chart Room are two filing cabinets on the left where you will find patient charts
organized alphabetically (A-C, D-F, etc.). After clicking in a particular drawer, the names of
patient charts stored in that drawer will display in the middle of the screen in alphabetical order
by last name. You can then scroll to the patient name whose chart you are looking for and click
on it to open the patient’s chart.

e 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:

Al Az=signed | am
to Me | Principal

e 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 your keyboard or clicking

the @ icon.

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

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

e Clicking the [tstenat | hutton takes you to the most recently accessed chart visited during your
current login session. If the button is greyed out, there is no most recent chart to recall.
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CREATING A NEW CHART

== Make a
=} Hew Chart

—]
Click on the [EetalReminderSenice | drgwer in the Chart Room.
A popup will appear, requiring the patient’s first name, last name, and date of birth.

Create New Patient

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

First Name

Last Marme

Date of Birth

| Cancel || Create |

After populating these fields, click the button. The program will check to see if a chart
already exists with that patient name and DOB, or a similar patient name and DOB, 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 l ! Yes ' No

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 highlighted in red. Fields
which are helpful, but not required, are highlighted in blue.
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ICANotes?)

New Patient wmmn “ Paient Revtawed Demograghics  Print Patient Demographics

Patent informaten | Episodes of Care | smsurance intormatca | Other Contacts | Teiepbone istake

Bepbiinet i e wnae " Dato otEnry 7282020 | [ Samele Frart
Reter to patientas  White Maiden/Other Name Unkque Pasient 10 —

‘Date oA Bitn 21141947 Age. T3 Multple Birth | | Bumh Ocder TR PR D
Sex | *Ganger [~ meco TOMSENSTES Roem:
[ Homeless IR  evaPrvacy
As 21 Agpt® County [ Bag Address AP/ oRx Poasl
NS TS i & et Ateie Adtress.
® Active Home Phone Country US
8"“'" Celi Prone BestPhone Home | Wea | Cel
Work Phone ot Appt Reminders va
Email Emad
Emat 2 Teat Message
SSNW Phone Message
Marital Status . HIECptin _ Yes  No
I Vetetan. 1Y 00N HIE Opt Start HIE Opt Eng
Sexal Orientation | =
[oisasi | o X
o I~ Famity Stce | ﬂ:m
Ethnicty 2 |~ - | -
"Raco |~ Iployraat Bisken AV O, o
Annual Household |- (=] ‘
Race2 Income ’
*Prefened Language mauew Patent i
Refigion | [-1 Grade |~ Note -
Native American  OY ON  Trioal Afwaton @
Wisceianeous I
Notes =

Assigned Providers
are aiowed to siga
otes for this Patiest

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

| NOteSD n - Fac . = Patent’s Name () s Pabeatl's X
New Patient mmwu “ Patiant Reviewed Demographics * Print Patient Demographics
Patent Information | Episodes of Care | msurancemtormaton | Other Contacts [ Tesephone intake
*Namo (F ML Suflx)  Snow Ve Date of Entry 7282020 |© [J Sampie Chant
Referlo pabertas  White Maiden/Other Name Unique Padeet ID
“Date of Bt 214MB4T7 Age: 73 Muitiple Birth | | Girth Order At Patient 1D
“Sex I‘Gmdov | meee _ Room
Address [ Hometess ‘wR T Enammq
Addr 21 Apptm County [ Bod Address AP oRx
o stae. 2 |- e b Ao
Paient Statys
@ Acive Home Phone Country US
8““"' Coll Phone BestPhone  Mome  Wok | Cel
Work Phone ed Appt Reminders via
Ematl Emat
Emall 2 Text Message
SSN# Phone Message
Martal Stahss HEOptin _ Yes ' No
v
l Vet OV LN HIE Opt Stant HE Opt End
Senual Onentatcn |- [ =]
Disadhiay | . [a
“Emnicity |~ 0ase
F ot into
Emnicty 2 |~ oo | -
; | Emelomeat Statse |+ Ak A
Annual Household |~ m]
Race 2 Income =
Pationt a
“Prefemed Language Schoot or Emegloyer
Rebgicn |0 I+ Grade |~ Note o
Natve Amenican OY ON  Tribal AtWation o
Miscelianecus
Notes =
Assgned pronders - e

are allowed to sign
Notes foe this Patent
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e Customers utilizing e-prescribing may be required to fill in additional fields as well, such as the
patient’s zip code and a home phone number.

e Security Administrators can likewise set additional mandates which will require fields be
completed. If any of these fields are skipped, you will receive a prompt citing which fields
require entries before saving.

e If you are using the Patient Portal, you will need to populate the patient’s email address and
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).

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

e You will need to assign a provider in the lower left-hand corner of the Demographics screen. To
do this, click to either <Select a Clinician> or select <Multiple Clinicians> if assigning more than
one provider at once. After selecting the appropriate provider(s), click the |_Assian Provider(s) |
button and confirm that the provider name(s) appears on the left.

Assigned Providers = | < Select a Clinician = |
are allowed to sign
Hotes for this Patient

| < Multiple Clinicians > |

|v| Assign Provider{s) | |

e The first assigned provider will be considered the principal provider and will be highlighted in
green. You may assign other providers as needed and change the principal provider designation
as appropriate by clicking the button on any provider names which are not highlighted

in green.
O inactive
O Pending Cell Phone | Peyuo || BestPhor
Work Phone MecuD e
Email ol
AP
Email 2
RN
SSN# i
s
cu
Marital Status | [
Sexual Orientation m -
*Ethnicity LAC ]
Att
Ethnicity 2 |
e Emp
‘Race Indev

Ann
Race 2 Geovp

Intake

‘Preferred Language ¥| Sche

j Famity
Religion Couples |v
Native American (OY ON || tripier  Nlation

cop
SiBuitd
Peersup

Assigned Providers ~Anna Recksick, MD | Famid+o | [IRRGISEH]

) wed ¢ Jane Moody, LMFT [ Thee |x [Princial]

e Once the appropriate providers are assigned to the patient’s chart, you have numerous options:
" The Telephone Intake tab will take you to the Telephone Intake Form.
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Statf Name (entered by) Date Entered” a Resources Available 10 Pay for Treatment
[T Unique Patient 1D BSUIANCE COVETINN (Sicx 10 view. arde details Salow) @
First Hame | Snow Masase Last | White
008" (2141947 Age: 73 Gendor | |
Retor 10 pavent a3 White SSH# [E]
[T Name of Caer Telaphone 3 of Caller |  Insyrance Co: ]
Retanonship to patient Policy # | Group #
How caller heard about faciity andior provider? Work fasur.Co.TeL# Lot
Referral Type Celt Insured Name
Other (specity) Insured Employer | " | nsurea 008
O Telephone Wembers of Patient | Benefits In Network Out of Network
Address Home Etfective Date | - . ; )
Caty-State-Zip % Work o Latng Disorder Covered? | Yes %o | Yes o |
ot cu Deas it s G GATC e ot |
= 10P: (% covered/ days allowed per year)
In weatment Previeusy? | Y N | Wyes, whereiwhe? Mental Health ( Parity disgnoses?) | i )
Precertification required?  Yes  ho Yes  ho
hsaonsotes oy Roves Apencis nvoved | e B
Dedhuctivle (Family) |
Out of Pocket Maximum | Il
Owt of State Yreatment Covered? | Yes %o L Yes %o
P;:m ‘ *| wiscessneous |
Calendar Note Notes
Save and go back
» The LtathartBoem | button will save the patient’s chart and return you to the Chart Room.
Save and go
» The L_tethartfece | button will save the patient’s chart and take you to the patient’s Chart

Face.
" The button will cancel chart creation and return you to the Chart Room.

- -
= The | Group Therapy iste | hytton will save the patient’s chart and open a new Group Therapy Note.
Skip Initiak; create a
" The button will save the patient’s chart and open a new Progress Note.

= The i button will save the patient’s chart and open a new Complete Assessment.

Continue filling out information in the Demographics 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

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 MatdeniOmer Name Unique Pasent 1D | | Generate 8

If you will be using the billing portion of ICANotes, it is recommended that you add insurance

information to the patient’s chart. To do so, click into the Insurance Information tab.
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New Patient
Pateat laformation

Patent  White, Snow

Anaphptactic Reacson Reportedl ]| || Enter EPrescribeinfo

DSRIANCE CONDIDAR (chak 10 viww, wriker Swtaily 10 right >} E

x Patient is Responsidle Pacty

[7] EPSOT /Family Paa

| Accountis in Collections

[ ] Fresze accounT
NCM Auth Receed
Addional Notes.

Yes Mo

Patect Roavwed Demagraphics ] B

Telephone intake

Episodes of Care Insurance Information | Other Contacts |
Y 1 T
e Coverage Details | Benatts | Payments | Eloiaty | Settings |
B m 5] Sharttist
ember
;:'dcrounl E . 1] [CW'I | Reguied ]
] 3rd Patent Relatoashipto Insured | Se7 | Spouse  Cheg | Omer |
L Start Date Suspend Date End Date
—— R e
g Bsured POY  pyame (First M1, Last).
N E I Adaress |
City, State, 2ip | 1
: Fhone | ssnw|
| Require Authi in Notes D08 B Gencee[ W F U
Emgioyer ]
. Selt Pay
Name
Address
| o ol
City, State, 2ip |
| % Discount [0 Use At Provisee Phone | |
> Parer 10 Ar Payer 1D
Use At Facky | ; Sunta
Use Al Provider | Tax 0 Insurance Type |
Insurance Type Other |
. 1D Qualdier 241 l Memod |

e Click the button to choose the appropriate insurance carrier from the insurance payer

list.
Patest iaformation | Episodes of Care [T nsurance miomaton | Othor Contacts | Telephone Intake
Patient  White, Saow Meacwao [ ] Conerage Detats | Banetts | payments | expouny | sectings |
R ]
s Corsags s v o sem e B || MEHOCE H
L ¥ M8 pay Medic [ omer |
4 UBH Medicare | 2
X Currest | Uated =
=l Insured Party Namrf:slw?‘;-
o Demem] | TR ousueze, =
- Phone | ssuw|
X Patent is Responsitée Party | Require Au# in Notes 008 = conw_”u F OU
5 Empioyer
["] ePSOT 1Famity Plan | Setpay
Insurance Provider Heme Cioma
|1 Account is in Collections | % Discount E{] Address | 1000 Grest West Or |
] PReEZE AccowT ) City, State, Zip | Kennett 110 |63857.5749 |
UCM Auth Recelved | Yes No % Discount 71 Use A Provider N Phone 1.866494.2114
Addmcast Notes ' ;“'u'm B PO 80705 | wtpayeeol ]
Use Al Provicer[ | Tax© insurance Type Gtoup Heam Plan
| ﬁ“;f:;E,

e Proceed to fill out the remaining insurance information from the patient’s insurance card. If the
insurance payer selected has been added to your group’s insurance payer short list, some if not
all insurance information will populate for you. You may prefer to use the “Show Fields used by
electronic billing” button at the bottom to highlight required fields in yellow.

| e |

e |[f the patient is the insured party, use the |_Patientinfo | button to copy their patient information
into the Insured Party fields. Otherwise, fill | these fields with the insured individual’s
information.

e Fields which are not required can be completed at any time by returning to the Demographics
screen.

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

Video Tutorial

Creating Charts
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TELEHEALTH

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

to join the session.

The following device and browsers are compatible for patients:

Telehealth
Compatibility o

WINDOWS COMPUTERS

MAC COMPUTERS

CHROMEBOOKS

ANDROID PHONES &
TABLETS
(ANDROID 6.0+)

IPHONES & IPADS
(108 12.2+)

Please click the button below to view a video tutorial on installing, initiating, and troubleshooting
ICANotes Telehealth.

Video Tutorial
Telehealth

TELEHEALTH SETUP (PC)

ICANotes customers on a PC can download the ICANotes telehealth application here.

1. Once downloaded, click to open the .exe file. Chrome users will see the file in the lower
left corner of their browser window. For other browsers, check your Downloads folder.
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2. When your account has been enabled for Telehealth and the receiver app is downloaded,

you will need to generate your Telehealth Token. This is a necessary step in order to
connect your ICANotes account to the Telehealth app. You will only need to generate a

Token once. If the telehealth app is deleted and later re-installed on your machine, you will

need to generate a new token. The Token is found in the Options tab of your Individual

Settings & Directories. Click the |__Teleneath | p,cton.
2 are 3Bowed 10 see 3 Qroup MemDOrs DECAUSe you are 3 Group Adminiaty mor l Greus Level Setungs B Lusdienes
T RecountRuset =] [ personatinto | Caseiond | piing Rates & Payer Rutes | 1£0.10 Codes | Custom Buttons | Reminders | Device | Bestore Detotes
2 Account Reset2 1 eally [ Optooa l Caicoadar Colians
g 'Alvod:c:':‘m Signatare At End Of Note QOotions atLogon
User lama sbatman Crystal Parker Chvcian Bemvnder Sheet I Show [%)
< Andy Mu Qonoas in 3 Note;
e ‘e andyas Navigets 8o Simptitied P [
55 Another Testuser Electronic Sapnatare Name Lavel of Care Wiites 830 O Miatory O Imarustions

User Name besbluser?
1 Anthosy Kulesa Test!
Urer Name ahiderstestd

Finished Note Neader Rame

7 AnLampert Detault Stel ettorhead Name

Uer e arfesM I
0 Anel Guidry Use Custom Rx Letterhesa? []

Jaer Name anefe M
% auto code

X User Name sutocode

01 Betty Morganstern

Chmical Decinion Support Hudes 8 Show  Duagnentic Algenthwm Show
o

Pasent Léucston Matens! Use Miktary Tane
B N e 4 Yer N
Inchade tote s Wiak Factory Yo e
Inciude Olagnosis  Yer  OmaaAn  Omut A eV
vt busde Mo s abons Yo e

Rox Dvpasunt Card Ensbies (1

Baach Detetion Enadied [

Uie ae Betyiestd

=
11) Biing Demo Timezone Castorr s Dotauit Note Titles
(Relative 10 GMT) Cantra Show Clock ot startup? B3 ves L |

ther o DEglens § ] Moums Default Descipine & Complete
'D BobF. Accouating - Paci : Clock Assessment Note
X Urer Name Dobhimatcountng | tonore ost(d [ ]
13 Brandon P. Davis

Uvar Sasa B andonte A8 Poase lcte Pasymord At Aave § characsens and ot mant Fox My
4 Brian PTTest B Change My Password | <70 w=er 309 00e One o1 the Siars must be Captatied

Uner Ninma Deianpmesid Q | My Security tnfo | The Dassword 300wk Aot IDCiGe The Uar Name 853 SAawkE At be
Xo TP m The same a8 e revous Jasword

3. In the Telehealth pop-out, click the Get Telehealth Token button, which will generate a

string of characters, as displayed below:

7] Telehealth -
A | Get Teleh ealt&%uken |
Telehealth Token: o _Teleneattn |
flede?ea-7dda-4c0d-bafs-23cBeb7d138d
ructions
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4. Copy the Telehealth Token to your computer’s keyboard by clicking the %] icon or right-

clicking with your mouse and selecting Copy.

Telehealth

|  GetTelehealth Token |

Telehealth Token:

O Teleheattn |

fEfef04e-a233-45fb-abb3-926f340930920 I‘E

@ pctions

5. You’'ll see a prompt confirming the Token has been copied.

Copied

Your Token has been copied to your cllipboard.

6. From your Chrome browser window or Downloads folder, double-click to launch the

Telehealth by ICANotes installation file.
B B | Downloads

« « o ¥ > TisPC » Downloads

# Quick access

@ Creative Cloud Files
22 Dropbox

@ OneDrive

v [l This PC
B 3D Objects
B AppleiPad
I Desktop
%) Documents
> & Downloads
Jd Music
& Pictures
B Videos
ws Local Disk (C:)

Teleheath by ICANotes Sm.p%

= Google Drive File Stream (G:)

¥ Network

125 items

7. You may see a Windows security notice depending on your computer’s security settings.
Click More Info to expand the window and view 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.
ICANotes, LLC. Click Run Anyway to 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. You'll see the progress of the installation on your screen, as seen below:

@ Flease wait while Setup is loading. ..

verifying installer: 48%:

10.Once the installation is complete, click to Finish. If the Run 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.Otherwise, click the new shortcut icon on your desktop to open the Telehealth receiver
file. This icon is automatically included with the installation.

[
[ GATICTES

12.0nce the Telehealth app is launched, you will be prompted to enter your ICANotes
username. This is case-sensitive 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, you’ll enter the Telehealth Token generated in Settings & Directories. Paste or type
the alphanumeric token ID into the field. The ICANotes Teletoken is case sensitive — it is
highly suggested to copy and then paste into this field. Use the keyboard shortcut CTRL+V
to paste your telehealth token into the window.
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v Telehealth Application - Teletoken R...  — X

Please enter your ICANotes Teletoken: .

s [

v

14.0nce entered, you’ll see the ICANotes Telehealth splash screen:

¥* Telehealth by ICANotes v0.0.14 = O X

Sign Out Speedtest Developer Tools Help

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 to a secondary monitor. The window itself is programmed to
always sit on top of other open applications so that it will remain within primary view. It’s best to have
the receiver open before initiating a telehealth session but can be opened once a patient invitation has
been sent. It is recommended you close other apps during a telehealth session (excluding ICANotes).

Now that 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 application here.

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

Servires...ent.docx Open in Finder Q

Telehealth+by+ICANotes-1.0.0.d l

2. This window should populate on your screen. If not, click on the Telehealth+by+ICANotes
file in Downloads. Drag the Telehealth by ICANotes into the Applications folder.
| JoN 0 Telehealth by ICANotes 1.0.0

------>

i ™
o
i v -
i i
=== e
i (A ——

F_

Telehealth by ICANotes Applications

3. Goto your Finder and under Applications, locate the Telehealth by ICANotes file. Right-
click and choose Open to 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 choose Open.
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e & Macintosh HD

mBome ® %~ ¥ v Q
Favorites Name Date Modified
SuLmies U 10, LULU B O TT AV
3% Dropbox B Stocks
¥ Applications & System Preferences 17 AM
) Desktop =1 Open =
Show Package Corts AN
% Documents @ AN
0 Downloads » @ Move to Trash PM
e PM
@) AirDrop “J Get Info X
~— \
Rename
) Recent PM
8 Paconts ’ E:’ Compress “Telehealth by ICANotes" |
) Creative Cloud Files ° Duplicate i
i | MokeAlias e
] : w, Quick Look “Telehealth by ICANotes” '
& iCloud Drive - Share » . "‘
o o Quick Actions > SSAMB . Aot
() sootcamp ¥ lmLb  Copy “Telehealth by ICANotes” BPM Folder
> B P\ Folder
() OSXRESERVED » s Use Groups Y
L (™ Damata Nienr ' Qnrt Ru [ SO

4. You may receive the following warning. If so, click the Open button.

“Telehealth by ICANotes” can’t be opened
d - because Apple cannot check it for malicious
p ' 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. Double-click the icon.

ece & Macintosh HD
zflloc ®m- % 60 O ey
Favorites Name ~  Date Modified Size Kind
g Dropbox @ QuickTime Player
# Applications L) Reminders
¢ ) Remote Des..anager Free 2
@0 Oesktop £ Rosetta Stone Sep 6, 2017 at 911
31 Documents @ Safari far 1 -
© Downicads © sid x
¢ Stack M
@ airorop E snsgit 2019
& Recents © Speak & Translate
P Stickies \ ME
reat Fil
£ Creative Cloud Files 2 Stocks .
ICloud & System Preferences Feb 13, 2020 at 817 AM 6.1MB  Applicat
& iCloud Drive D Telehealth by ICANotes !
TextEdit Feb 13, 2020 at 8:17 AM 5.6 MB
Locations @ Time Machine

r‘; BOOTCAMP » [ Trend Micro Doc 9, 2019 at 9:53 PM Foldo
- & TSMApplication Dec 2, 2017 a1 9:48 PM 2.5 M Applcat
S OSARESERVED 2 TvoeltaMe n 5. 2018 at 118 PM 33.2 M8 Aoolicatic l

L0 Damata Nien

6. When your account has been enabled for Telehealth and the receiver app is downloaded,
you will need to generate your Telehealth Token. This is a necessary step in order to
connect your ICANotes account to the Telehealth app. You will only need to generate a
Token once. If the telehealth app is deleted and later re-installed on your machine, you will
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need to generate a new token. The Token is found in the Options tab of your Individual

Settings & Directories. Click Telehealth.
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In the Telehealth pop-out, click to Get Telehealth Token, which will generate a string of

characters, as displayed below:

n Telehealth

-

A | Get Teleh eal%uken |

Telehealth Token:

7 |Calendar Opiions

o _Teleneattn |

fHedeyea-7dda-4cld-bafh-23c8e57d1358d

ructions

Copy the Telehealth Token to your computer’s keyboard by clicking the % icon or right-

clicking with your mouse and selecting Copy.

Telehealth m -
|  GetTelehealth Token |
Telehealth Token: >| Telehealth |
fEfef04e-a233-45fb-abb3-926f340930920 l‘?_‘|
@ pctions

You'll see a prompt confirming the token has been copied.

Copied

Your Token has been copied to your cllipboard.
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10.Right-click the icon on your desktop and choose Open from the dropdown menu.

[ snk Original

Telehgq
Move to Trash

€© Send with Transfer...
© Move to Dropbox

Get Info
Rename
Compress “Telehealth by ICANotes alias”

Duplicate

Make Alias

Quick Look “Telehealth by ICANotes alias”

Share >
™ Quick Actions >

Copy “Telehealth by ICANotes alias”

Import from iPhone >

Use Stacks

Sort By >

Clean Up Selection

Show View Options

® 2009

Tags...

Services >

11.0nce the Telehealth app is launched, you will be prompted to enter your ICANotes
username. The username is case sensitive.

Please enter your ICANotes Username:

Cancel

12. Next you will paste or type the alphanumeric Token ID into the field. The Token is case
sensitive. It’s strongly suggested to copy and then paste the Token into this area. Use the
keyboard shortcut CMD+V to paste your Telehealth Token into the window.

Please enter your ICANotes Teletoken:

Cancel

13.0nce entered, you’ll see the ICANotes Telehealth splash screen:
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¥* Telehealth by ICANotes v0.0.14 = a X

Sign Out Speedtest Developer Tools Help

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 to a secondary monitor. The window itself is programmed to
always sit on top of other open applications so that it will remain within primary view. It’s best to have
the receiver open before initiating a telehealth session but can be opened once a patient invitation has
been sent. It is recommended you close other apps during a telehealth session (excluding ICANotes).

Now that setup is complete, you are ready to invite patients to join a telehealth session.
INITIATING A TELEHEALTH SESSION (PC)

To initiate a Telehealth session, you’ll send an email or text message (if enabled) invitation to the
patient. First, check to make sure their email address and/or cell phone number are current in
Demographics.

e From the Chart Room, click to go to a patient’s chart, then click into Demographics. Check the

Email field to make sure the patient’s email is present. For text messaging, check the Cell Phone
field for accuracy.
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Telehealth sessions can be initiated from three locations:
e From the Chart Room
= When you click Start Telehealth Session you will be prompted with a Find Patient window.
Search for the patient, then the session will initiate from the Chart Face.

Lot terwen |
= [ togon |
Behavioral Health EHR

Sy Charti:

Chart Reem for Crystal Parker working at H - |

Shrer Charts:

Eirter Poast Mima, 100, Masden masms, C08 | i [, Phoierar 8 5N rumires
l:l@@ [ cusrrRegot ]

Firnt Marmer Lant Maree

|2

Clazh oo Dot ot 10 1 T Pailie il 8 Chiet
FOET DB OeET N BOT PReDer e e il

e From the Chart Face
= From the patient’s Chart Face, click Start Telehealth Session, located in the bottom left
corner (under Add or Update Managed Care Authorizations).
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e From the Calendar (Event Details)

= From the Calendar, click to open the Event Details window for the scheduled appointment,
then click Start Telehealth Session.

Bl Event Details - Edit

Patient [Park, Geoffrey o ()
(G797 T) #1000010675396

Date |3/26/20 - Thu

Time [1:30 pm |[$-] lol1:45 pm J,E] Length [0:15

Type |Follow Up I
Clinician | Documentation Qg
- Telehealth
Location [Telehealth Main ) cession
staws [ ][R J[Ms][a ][ % ] schecuses
Event =]
HNotes
Patient =
Calendar
Hotes =
copay [ |G
X M ke
Cancel Delete Save More

al o

Once you’ve searched for the patient via either of these starting points, you will receive a pop-up
asking you to choose whether to invite the client via Text or Email.
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Telehealth by ICANotes

Start Telehealth Session

Client name: Olivia Dunham
Patient ID#: 2004696673

Please open the Telehealth application before inviting your client.
The application will not open on its own.

Are you ready to send an imatation to yvour client and start the
telehealth session?

Invite Your Client

Send Email - .
itation patient@email.com
Send Text (661)555-1234
Inwitation

If the patient has no current email address or cell phone number in Demographics, you’ll see a red text
notification next to the appropriate field alerting you to the missing information. Add the missing
information in Demographics to proceed with that invitation method.

Click either option to send the session invitation. If you don’t intend to start the session, click the X at
the top right corner to cancel. Otherwise, click OK to launch.

Telehealth session will start within 60 seconds,

.-/-

At this point, the patient will receive an email or text message inviting them to join the Telehealth
session. Please note, this link is only available for five (5) clicks or one (1) hour. If needed, reopen a
session following the steps above which will provide a new link for you and your patient.

Example of Email invitation:

Telehealth Session Details

telehealth@acanotes com
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Example of Text Message invitation:

8:01 5k 60 = @ = .1100% A

& (443) 637-6077 o W Q

Your telehealth session is starting
now. Please join:https://api.icanotes
.com/telehealth/getSession?session
=4sL 3L XJWCLhr7Sw9s9WO0olCemU
JcBH8V

Patients have access to the Telehealth session using a variety of devices and browsers:
e Windows: Chrome, Firefox

Mac/Apple: Chrome, Firefox, Safari

Chromebook: Chrome

Android Phones and Tablets (Android 6.0+): Chrome

iPhone/iPad (iOS 12.2+): Safari

Your Telehealth splash screen will activate. First you will receive an echo test. Say a few words and
confirm if you hear the audio (you’ll hear your own voice repeated back to you).

nOut Speedtest Developer Tools Help

This is a private echo test. Speak a few words. Did you hear audio?
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You will then be prompted for the webcam settings. Make adjustments as needed and then click the
Start Sharing button.

O Telehealth by ICANGtes - 4bf2a50d-bdeb-4fcS-bf0b-addcc8060¢cch - o X

Sign Out Speedtest Developer Tools Help

Webcam settings

Camera

Quality

The patient will follow the link contained in the notification to launch the Telehealth session from their
computer or device (by cell phone, tablet, PC or Mac). You’ll see the patient appear on screen once
they have successfully connected. The patient’s picture will load into your session. The Telehealth

session will remain on the top of your desktop so you can create your note for the patient while you
conduct therapy.

T — -
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o | EEERNIETY  ver s e — (T Q-
:‘ 0Me W o e e W sy Complad Nete Wt
ey
—
3
H
g {am A gu .t a
3
.—v\.—n‘n_v-r-- — —
[ Proadmmn - o ]
§ O i—— e ]
- i s |
. e

In the top right of the Telehealth window you will have the following options:
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SignOut Speedtest Developer Tools Hel

MESSAGES

4bf8a50d-bdcb-4fcS-bfob-a44ccB8060cct

| UsErs(2)

| '@ Joy Zepp, QA (You)

| (o}

° Alfred McGee
o

o Make fullscreen

e Settings

e About

e Keyboard shortcuts
e End meeting

e Logout

In the bottom center of the Telehealth session you have the following options:

‘ 8

‘ iy e et @ Alfred McGee

Mute your microphone
Leave audio

Turn off webcam
Fullscreen

RWNPE
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You can type into the Secure Chat channel to engage in a text-chat, which the patient can also
participate in.

Within Settings next to the User listing, you have the following options:

Sign Out  Speedtest

e Mute all users

e Mute all users except presenter
e Save usernames

e Lock viewers

Once you select End Meeting from the dropdown menu option at the top right, you will receive a pop-
up confirmation. Click Yes to end the session.
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End meeting

INITIATING A TELEHEALTH SESSION (MAC)

To initiate a Telehealth session, you’ll send an email or text message (if enabled) invitation to the
patient. First, check to make sure their email address and/or cell phone number are current in

Demographics.

From the Chart Room, click to go to a patient’s chart, then click into Demographics. Check the

Email field to make sure the patient’s email is present. For text messaging, check the Cell Phone
field for accuracy.

fdt Format View

Swoandgoback | Seve sdgo Carcol Chart Creation - Gt Detats IMcOu. Alfred I.w I
rardioarede Ay o Chart Room to Chart Face rotuen to Chart ) Patrert's Name Patient’s 10
New Patient Anaphyiacsc Reaction Repared [ Enter EPreseribe ifo Patient Reviewsd Demnographis Priet Patieet Demsogr aphics
Patiert ol mation | Episodes of Care | mswancemformaton | Other Contacts | Telephone Intake
*Nama (F ML Sus Afred McGee Date of Entry 432020 =]
My, McGee MaldensOther Namo o Pasent D 46 Goner atn W08
S1e1067 Age: 52 Multple Birth | | Birth Order AR Patent 1D
“Sex “_J *Cender man mare | Other Nenes Room
ASSess 78S Straight Ave Hormbes 3 MAR 1 Exva Privacy
Addr 2 [ Appt @ Courty Citrus Dad Address APY/ oRx Portal
“ City, State, Jp  Homosassa fLo|v 3aue I Lrder Averriate Adkoss
...‘Id'n'!" i Home Phone Country US
8"‘:::':’ Coll Phone  (352) 257.1281 BestPhone Homa  Wek ®Cea
Work Phone & Appt Reminders via
Emad  brianables &canoles.com Emad
Email 2 Test Massage
SENT Phone Message
Markal 5205 married “
Senusl Onentaton  Stralght of | Veteran @ ¥ L.
“Epescry  Unknown [ e ﬁfn:n Aoprepciate Fatesse. of Wlo on. Fiele
Ethnicity 2 [ Fasmvome _IJ el %
‘Rate White [ Employment Stasss € | Adv. Ow -
Annusl Household | x
Race 2 Income X
“Proforred Language  English School of Employer 2 :):;‘:': Patieet bites when angry -
Rebgion I- Grace 3 [ -

Natve American
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Telehealth sessions can be initiated from three locations:
e From the Chart Room
= When you click Start Telehealth Session you will be prompted with a Find Patient window.
Search for the patient, then the session will initiate from the Chart Face.

ok torwem |
— Logon |
Behawvioral Health EHR
Lhcrey Chharti:

Chart Room for  Crystal Parker muw
nmE Ty
= ] tmomn) @@ f—"

Firnt Mame Lant Marmer

“schecte ||
" BountaTaLs

ki oo ot A 10 Qe The Patient's Chast
R T CUTROT OEd Mo BOT PeD e e i

Dwaly Rmgant

e From the Chart Face
= From the patient’s Chart Face, click Start Telehealth Session, located in the bottom left
corner(under Add or Update Managed Care Authorizations).

DOB: 991977

107 1000010678896

Hoalth Concerns and Bisk Factors
| HEALTH CONCERNS AND RISKS. 2 4g
N §i _Therap Px Called In
Chem gLl — e
{6 ASAM O marions ) ia m-ﬁ'—
 Complete Assessment Y !
1 Ez‘m! E‘ n!ﬂ
= | CaseSocial Worker
| Formn Busider . Pending [IRNS
\wmunuw-_] s

e From the Calendar (Event Details)
= From the Calendar, click to open the Event Details window for the scheduled appointment,
then click Start Telehealth Session.
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B Event Details - Edit

(9/9177)

Patient | Park, Geoffrey (<] @ =

#1000010673596

Date |3/26/20

- Thu

Time [1:30 pm [3] 1 [1:45 pm %] Lengm [0:15

Type [Fallow Up |
N
Clinician | Documentation | g
- Telehealth
Location [Telehealth Main | Session

status [ICc (R [ws][a ][x ] schectins

Event
Notes

Patient
Calendar
Notes

x

Cancel

&l

copay [ |

m e

Delate Save More

vl

Once you've searched for the patient via either of these starting points, you will receive a pop-up
asking you to choose whether to invite the client via Text or Email.

Start Telehealth Session

Client name: Olivia Dunham
Patient ID#: 2004696673

Please open the Telehealth application before imdting your client.

The application will not open on its own.

Are you ready to send an invitation to your client and start the

telehealth session?

Irwite Your Client

Send Email
Invitatian

Send Text
Invitation

patient@email.com

(661)555-1234

If the patient has no current email address or cell phone number in Demographics, you’ll see a red text
notification next to the appropriate field alerting you to the missing information. Add the missing
information in Demographics to proceed with that invitation method.
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Click either option to send the session invitation. If you don’t intend to start the session, click the X at

the top right corner to cancel. Otherwise, click OK to launch.

Telehealth session will start within 60 seconds,

At this point, the patient will receive an email or text message inviting them to join the Telehealth
session. Please note, this link is only available for five (5) clicks or one (1) hour. If needed, reopen a
session following the steps above which will provide a new link for you and your patient.

Example of Email invitation:
Telehealth Session Details

telehealth@icanotes com

Example of Text Message invitation:
8:01 4k 6 == = .1100% W

& (443) 637-6077 D N Q

8:01 AM

Your telehealth session is starting

now. Please join:https://api.icanotes

.com/telehealth/getSession?session
=4sL. 3LXJWCLhr7Sw9s9WO0olCemU

JcBH8V

@ [_F'@ Text message
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Patients have access to the Telehealth session using a variety of devices and browsers:

Windows: Chrome, Firefox

Mac/Apple: Chrome, Firefox, Safari

Chromebook: Chrome

Android Phones and Tablets (Android 6.0+): Chrome
iPhone/iPad (iOS 12.2+): Safari

Your Telehealth splash screen will activate. First, you will receive a request to access your microphone.
Click OK.

Allow access to your microphone

“Telehealth by ICANotes” would like to
access the microphone.

Please give access 10 your microphone so you may
talk with your patient

Don't Allow OK

You will then be prompted for the webcam settings. Make adjustments as needed and then click the
Start Sharing button. You may also need to click OK to access the camera.
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“Telehealth by ICANotes"” would like to
access the camera.
Q This app needs access to the camera
Don’t Allow

Webcam settings

Camera

FaceTime HD Camera (Built-in) (05ac:8511) §
Quality

Medium quality

ol m

The patient will follow the link contained in the notification to launch the Telehealth session from their
computer or device (by cell phone, tablet, PC or Mac). You’ll see the patient appear on the screen once
they have successfully connected. The patient’s picture will load into the session. The Telehealth
session will remain on top of your desktop so you can create your note for the patient while you
conduct therapy.

\J FileMaker PO ICANOtes 141]
' SgnOut Edt View Fomue Repets Hep
ICAN: LDIJ e | 4912020 | ! I Doe, John 12004695718
[ Cemogragtics | Prpat1 | Prpatz | PNMwaRx) | Geoop Therapy | MarsingPN | Puay Themagy |
PROGRESS NOTE: NON PRESCRIBER i) Geiows ) ek D
VAIW

= <] [Teiemecagy session stanea 3 1130 =] [ Rootum Vst
Chnical States ( Comphentty [Searinere)  AMMTRIE a8 \
Symptoms L e ] . -
p=
—] o [ 7 cant dorcrte | Service Code |/ lm'vl . 2 arw 40 aolont Serveme Codwiy

e e Twbeheamn by ICANGORS - DI20LND 4364 4200 OB TT 2000303

Welcome to Telehaalth by KANGter!

Verbal Content | | Thecagy intervest.
oty Scales Go To AsAM
UM Apgearance Normeal

Justey Level Of Cace —
Unk 10 Treatment Plas [Craste s

Swscise | Vicence sk Assessment
T Assessment tnter Test Resuns
Dogeosis | o/ toner]
Priewncna Balt Narm Dy wns pecifued S D obnect M
Kactive)
Maor depressive Suceder, recorrent, snepeced, F3.
4 death of tamay memBer, 7634 DC0-*

Axe .V Inctute Dagrosa ik De ncte? @ Yes [3 o
Joy Zegp, MO, Psy0

In the top right of the Telehealth window you will have the following options:

ICANotes Quick Start User Guide | To Contact Support call 443-569-8778 94



. Welcome to Telehealth by ICANotes!

o Make fullscreen

e Settings

e About

e Keyboard shortcuts
¢ End meeting

e Logout

In the bottom center of the Telehealth session you have the following options:

° Tolehes

MEssAGEs

o © JoyZepp,MD,P5y0 (@ Sohabos
Welcome to Telehealth by ICANotes!
@

users )
@ Joy 249D, D, P...00
o

ooﬁ-,wn«
1. Mute your microphone
2. Turn off webcam
3. Make client fullscreen
4. Make Telehealth screen larger

You can type into the Secure Chat channel with your patient, and the patient will be able to use this
feature with you (1). You can minimize the Secure Chat channel by clicking on the arrow (2) as shown

below:

95
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o 0 Toloheaith by ICANOIeS - b220474b-A3c1-4260-909d-c5(22200a302

@@ we at

Welcome to Telehealth by ICANotes!

) o
@ Joy Zepp, MD, P...[You) o John Doe
(V] Why am | feeling this way
° John Doe
(+]

@ JoyZepp,MD,PsyD (@ John Doe

While minimized, if your patient sends you a message, a number will appear in the top left corner. Click
on Secure Chat to reopen the Secure Chat window, as seen below:

&
MESSAGES

Secure Chat o
USERS (2] o

In Settings, there are additional options you can utilize:

saheaith by ICANo%es - b22e:

969d-c5(222eba302

MESSAGES

oo @ JoyZeop,M0,Psy0 (@ Johaboe

¥ ICANotes!

Mot il users

useRs o
S oy 2000,40.7...00)  prammm—
a&) & Moo all users except
presecter %
Q@ o ) Save usecnames
©

Lotk viewers

e Mute all users

e Mute all users except presenter
e Save usernames

e Lock viewers

Once you select End Meeting (from the dropdown menu option in the top right), you will receive a
pop-up confirmation. Click Yes to end.
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End meeting

When the session ends, click the OK button.

Teleheaith by ICANOtes - bh2204740-43¢1-4260-900d-c51222e0a3b2

This session has ended

lorwarded back to th

ICANotes Quick Start User Guide | To Contact Support call 443-569-8778

97



Your Telehealth screen will briefly flash this window:

B Talehaalth by ICANGtes

Telehealth by ICANotes

COntact your provider b gat starbed

The screen will return to the starting splash screen. You are now ready to start another Telehealth
session.

=] Telehoaith by ICANotes

—y——

..

-

Emem '

TELEHEALTH FAQ’S

What follows are some frequently asked questions pertaining to the ICANotes Telehealth service.

Is Telehealth secure?

ICANotes Telehealth is HIPAA compliant and a secure, fully featured and comprehensive behavioral
health telemedicine application. An email is sent to the client from the clinician within ICANotes. The
client then clicks the secured, encrypted link. Once the link is accessed, the Telehealth session begins
within the web browser. No download is needed on the client’s side.
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What equipment will | need?
1. A broadband internet connection
2. Computer (desktop or laptop)
3. Webcam
4. Microphone
Can | prescribe medicine using Telehealth?

Yes, utilizing e-prescribing you can send prescriptions electronically in conjunction with the Telehealth
application.

Do | need to attest to an insurance company before providing Telehealth service?

At this time, ICANotes encourages clinicians to attest to an insurance company prior to providing
telehealth service. However, some insurance companies have waived attestation at this time. Check
with your payers to see if attestation has been waived.

How do | schedule my Telehealth appointments?
The ICANotes Calendar has a direct link to our Telehealth solution. You can schedule clients on the
ICANotes Calendar and then initiate a session from Event Details.

Does my patient need to consent to telehealth services?

Telehealth consent varies by each state and payer source. A standard Telehealth Services Informed
Consent form can be found in Forms/Assessments within each patient’s chart.

ICANotes Quick Start User Guide | To Contact Support call 443-569-8778 99



