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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:

)

REFERRALS

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.
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CHANGES TO YOUR ACCOUNT

If you want to: Go to or Contact:

Add more users to your group Knowledge Base Article

Remove users from your group Knowledge Base Article

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 hilling@icanotes.com
Setup credit card processing ICANotes Website

LOGGING INTO ICANOTES

e Go go to https://ehr.icanotes.com from any browser (Chrome works the best). This will bring
you to the Log On screen.

&« i

C & ehcicarctescom ~ * @

ICANctes)

Upcomeng Webinarn

Bilkng Open Forum

Telehaath Labisty Concorms =
Bebaviceal Hoakth

Text Message Reminders

e From the Log On screen you can:
= Loginto ICANotes

= Access the Upload Site by clicking the button

= Go to the ICANotes Support website by clicking the _ - button
= Visit the Patient Portal by clicking the button

= Access Video Tutorials by clicking the button
= View upcoming Webinars offered by the ICANotes Training team
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mailto:billing@icanotes.com
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Upcoming Webinars

Billing Open Forum

“NOtEQ Thu, Jul 30 - 9:00 AM PDT
T ch REGISTER «

Telehealth Liability Concerns in
Behavioral Health

gy a Thu, Jul 30 - 10:00 AM POT

REGISTER ~

Text Message Reminders
KANOQEQ Fri, Jul 31-10:00 AM PDT
: REGISTER ~

Log on

Enter your ICANotes username and password. Click

A second browser tab will open and briefly display a security progress bar as you are connected
to your account.

@ wihwas

3 C 8 ehtcanotescom) - w1 22 soMmans/Mmis him| * @

Your online security is important to us.
Please wait while we secure your connection ...

| 1
You will now be logged into ICANotes.
Q »hs x
3 C B ehucanotescom) - - w1 22 soMmae/Himis html * @
Sgn0M e View Fommmt Repoms Help B

Chert Room for Crystal Docs working et [ West Goust Giinie ] 1] |

23t Naa Lans e ooe "
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If you use a Topaz Signature Pad for signature capture on a PC or are trying to export a very large
amount of data from ICANotes, please review this Knowledge Base article.

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.

PRINTING

e Click the Print button within ICANotes for the document/report you wish to print.
e Make sure that Universal Printer is selected as the name of the printer.

print E3]

Print:| Current record V|

Printer

Mame: |Uni\rersa| Printer (redirected 2) W Properties...

Status: Universal Printer

Universal Printer [redirected 2)
Type: M5 Publisher Imagesetter

Where:  T5001
Comment: [ print to file

Print range Copies

® Al Number of copies: |1 o
) Pages from: to: 4’_’3 3
2 2
1 ir—’J
MNumber pages from: EI

Collate

e The print dialog window may appear on top of the preview of the document or report you're
printing. Click into the Destination dropdown to select the appropriate printer, or to Save As
PDF (if allowed by your browser).
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Print 1 sheet of paper i
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413 G Sat
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Pagm ar -
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- 31 e
Pongrens e S g

Pt bt w1 bt el e e £ @ s vt e, o e

RN A s e irren e

B baerier e 31 Uore settnge
Aprapnien wo pas Gnir s 108 31 0D 5 Achre)
o0 we

——ved ey "
RO Banterial mamigia. g d. G328 30 1) e

1) B Aty 59 g PO GAM
ot e by oot O oo S54500 € 6039 00

Copoa e

#1) Start Abilify 10 mg PO QAM
Order given by Crystal Docs on 7/242020 6.0327 PM

Crystal Docs

e Click to Print.
e |[f the print preview screen remains open, click the small x at the top right corner to close it and
return to the previous screen.

*r @ E

e L e
1

SAFARI BROWSER PRINTING

e Click the Print key within ICANotes for the document or report you would like to print.
e Make sure that Universal Printer is selected as the name of the printer.
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Print

Print: ‘Cuvent record p. I

Printer

Name: Universal Printer v Properties...
s Universal Printer
Status: Virtual Printer (r k ected 215)

Virtual Printer IE Edge (redrrected 215)
Virtual Printer with Preview (redirected 215)

Type:

Where: <

S [ Print to file
Print range S

o Number of copies:  [1 5]
() pages fmm:E to:E] 1'1” 2}2\ 3»3—1 Collate

Number pages from: E

o]

Action complete - click to view PDF

When this message appears in the middle of the window, click to
view the PDF. This will open another tab in your web browser.
With the document showing, go to the File menu in the top left of your Mac desktop and

select Print.
® Safari m Edit View History

New Window %N 3 s
ene & ehr.icanotes.com ¢ h o a
New Private Window (3N e =

New Tab 8T ICANotes:
Open File...
Open Location...

Develop Window Help

7UMHIB7L 1497-prin... e

Close Window 0 BW

Close All Windows X0 3#8W

Close Tab ®’W

Save As... %S

Share » €y

Export a§ PDF... ,g

I i i Hokey Pokey Counseling

o N 1600 Saint Margarets Road
Print... %P i Annapolis, MD 21409-5547

443-569-8778
443-992-4239

|

Dr. Recksick's Header Name

8/12/2016

Page 1 of 2
2:48:02 PM

Albright, Charles
ID: 2004676557

DOB: 8/10/1933

This window will populate. Click the B&GES button.

Printer:  PDFwriter
Presets: Default Settings [T}
Copies: 1

Pages: © All
From: 1 to: 1

Paper Size:  US Letter B 8500y 1.00inches

orientation: 14 Tar Scale: 93%
Layout B
Pages per Sheet: 1
Layout Direction: Z S Vl N
1012 XE3,99
Border: None
Two-Sided: Off
Reverse page orientation
Flip horizontally
2 POF |  Hide Details cancel  [HEEIN
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e Close the tab once the document has printed.
‘ https://ehr.icanotes.com/~~srv2/print5/47UMH9B7LDAEGH/497-prin... \

Click to close this tab; Option-click to close all
tabs except this one

CHANGING YOUR PASSWORD

From within ICANotes:

Settings +
Eﬁ.‘ Directories

—_—T

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

the screen.

Change My Password

e C(Click on the button 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).

Password Change

e 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?
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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

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/emal
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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.

Check your email and find your temporary password.

y com
ICANotes Account Password Reset Request “
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 usemame, password reset verification code, and new password in the appropriate fields.

https://upload.icanotes.comhome/changepassword?token=5CODBF CO-D59F-4654-8962-3F 1109D4F 427

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.

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

You will know you were successful when you receive the following message:
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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.

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:
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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

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
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InsuranceCompanyTelephoneNumberl
InsuredFirstNamel

InsuredLastNamel
InsuredMiddleNamel

InsuredDOB1

InsuranceCompany?2

PolicyNumber2

GroupNumber2
InsuranceCompanyTelephoneNumber2
InsuredFirstName?2

InsuredLastName?2
InsuredMiddleName?2

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.

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

al Health EHR

e
Chart Room for Joy MacLauren working at [ PSYCHIATRIC CLINIC |

ICANctesy) B
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e Click on the Group Level Settings & Directories tab.
e 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:

1. Click in the dropdown to set the Site Type.
2. Enter the NPI for this facility.
3. (Optional) Enter the Alternate #1 NPI for Facility.
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(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.

. 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.

© 0N U A

Settings & Directories
Specific 10 Indridual | Group Level Settings & Directories

Stsalemecead;  ServiceMod Codes Lab Req Profocols Meds Prodocols Provider Qirectory lnsur Pavers Therapy Groups Eormats MCMAuth  Accounts Calendar Inteqrationy  More

) Anne Arundel Medical Center 8
Electronic Biling |
Hopita1n Pt servie rermr) ot | betorbend imseins
) Hokey Pokey Counseling | + New | 4 Edn ]
Office | f womrera| Detault Billing
%) Mol Site Setup Entry
Home
& Tel Site Name® West Coast Clinic Default Billing
Office 1 ! for jocation & at A et
B we “The Site Name cannot be modified
Otce / Site Type | Office / Outpatient service | o
NPt for Faciity 1234567890
Alternate #1 NPt for Facility 0987654321
Alternate 52 NPi for Facility
Facility Other ID
Place Of Service Code 11 Office e
— Facility Name WWest Coast Clinic
Address Line 1 5419 Commerce Bivd
1 Address Line 2 [Suite A
Bakersfield w 3307.541 ® B
— city Stat® Zip (9-digit: ey
Phone 4435698778 @u l4435698778 0

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| 1, ,tton and the [Use Facility Phone /Fax| b 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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Letterpead
lomats rmgeddies
R t | t
Address: West Coast Chinic
5419 Commerce Bivd
Use Facility Addres: Sulle A
2 Bakersfield, CA 93307-5418
Telephone and Fax: 4435698778
(ume ocity Phone 734 .

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.

i} Anne Arundel Medical Centor
Hospial i Pt service
P Hokey Pokey Counseling

Small Caps

Hightight

UPPERCASE
lowercase
Title Case

Superscript

Subscript

Address:

Hokey Pokey Counseling
1600 Saint Margarets Road

s
Annapolis, MD 214095547

# and Fax:
[Use Facility Phone / Fax |

Hokey Pokey Counseling
1600 Saint Margarels Road

1 443.992.4239

Corimentina 1

~ 1600 Saint Margar  Cut

Annapolis, MD 214 Copy

Font

Telephone and Fax:

Use Facility Phone / Fax

aa-500 ] ©

1:443-9924 Sjle
Text Color

Chart by Adm_Letterhead _Selected:address...

Hokey Pokey Counseling

1600 Saint Margarets Road
Annapolis, MD 21409-5547
t: 443-569-8778
1. 443-992-4239

72

Flelds used by electronic billing Required Optional

Ctrl+Shift+>
Ctrl+Shift+ <

Increase Size
Decrease Size

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
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Address, Billing Address, and Pay to Address can be three unique addresses if needed for billing
purposes.

e The Billing NPI and billing address will populate based on the service facility location you
choose.

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

_Jchart Room

ICANG ‘..a
Soecific to Indidual ]

Sattings tor Sme S4al Mulet 303 MAR fave Sean moved usder 1he Mo 138

Sisdlsnstea  ServiceMod Codes LahReq Prolocels Meds Prodcols ProviderQiectory losue fayers Dherapy Groups Eormats MOMAuth, Accounts Calendar lsteorations Mo

17 Anne Arundel Medical Center S ]
facaty lato Lettehead HectomcBios | tsomtons
Hospital / In Pt service sl I l
2 Hok Coun
¥ X :‘:ﬂ" aeling Click the Use Facilty Address bution 10 copy the sito address, thoa odet
- . the electronic billing information bedow 50 that it will it when formatied
P Hokey Pokey Home Visiting 103 ines of up 10 26 CRATACtErs 9aCh, With H0 PUDCLUALos | the
Haome Visit service socond kne
) Teleheaith _ fieat Coasc Ciinic
Office / secvice |Use Facitity Address|
i,__;‘-v_-:*____m 415 Commerce Biva Suice A
10 Bakersfield, CA $3307-5419

Service Facilty Address formatted for Electronic Biling:
3T COAST CLINIC

$419 COMMERCE BLVD SUITE A

BAKERSFIELD, CA 23307-5419

Biling Address for Pay To Address for
this Service Facility: this Sarvice Facility:
[ West Coast Clinic -] [West Coast Clinic T~]
JEsT CoAST cLINIC REST COAST CLINIC
419 COMERCE BLVD SUITE A 5419 COMERCE BLVD SUITE A
BAKERSFIELD, CA 93307-5419 BAKERSFIELD, CA $3307-5419
Fl
Bating NPI

1234567290 |

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.

facityite | Letternead I Electronic Siling ] 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

ctory InsurPayers TherapyGroups Formats MCMAuth. Accounts Calendar Integrations More

Service Code Short List ~ [_Prnt ] . Revenue Codes Modifier Code Short List

Use the arrow to add a Procedure Code from the list g ype your own code into the last row Type your own code into last row
or... Type In your own code Revenue Code - Descriotion

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

00001 Broken Furniture e i actiotan 59 | Same DOS X
00001 Ciinic Fee I I ] ([er Sevice | X
00002 PrintProvide Enter Medical B Rate Desciption Basis GV | Hospice X
1036F Non tobacco User 5 $50.00 MH Aftercare UN ] x[=] [ HA [Sex Ofl Eval Addend. | X
36410 Blood Draw 5 $120.00 | MH LOP Group (low UN | x| | [HF [Adult SA individual (OP)| X
80101 Urine Drug Screen b0 $150.00 | MH IOP Group UN | x| |[Ho]intal Ol X
80104 Drug Screen, Multiple D06 $50.00 SA Aftercare UN | X! QW| Medicare Drug Test X
80304 Drug Screen 506 $120.00 | SALOP Group (low UN | x| |[SF [Siding Fee Scale X
90833 Psychotherapy 30 min. with ) $15000 | SA IOP Group UN | x| |[SK[Sexof Evaluation | x
90836 Psychotherapy 45 min. with H 905 $12000 | Dual DX LOP (low UN | x| | [Tc | BcBS 10P Modifier | X
90838 Psychotherapy 60 min. with H 905 $150.00 | Dual Dx IOP Group UN | x| |[U4 [Faciity Based I0P X
90885 Review of Records b024 50000 | Inpatient Rehabiltation x| |[Us [cPP Modifier X
90867 Meeting/Conference XE | Same DOS/Same X
90889 Report Preparation XP | Same DOS/Dfferent | X
96150 Health & Behavioral

96372 Injection

99201 (Office / Out pt, New) 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.

Enter Custom S

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
Sites/Letterheads  Service/Mod Codes  Lab Req Protocols  Meds Protocols  Provider Directory Insur Payers Therapy Groups Formats MCMAuth. Accounts Calendar Integrations More

Service Code Short List ~ [_Prnt__|

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

Revenue Codes odifier Code Short List

ilable

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

Description

00000 non-billable X Room & Board 25 | Medical E/M Same DOS| x|+
00001 Broken Funiture 7 X Code fals ) 59 | Same DOS X
00001 Clinic Fee J X “ ET Service X
00002 Print/Provide Enter Medical J X Co Rate Description s GV | Hospice X
036F Non tobacco User X $50.00 MH Aftercare XI=1 HA | Sex Off. Eval Addend. | X
36410 Blood Draw 7 X $120.00 MH LOP Group (low X HF | Adult SA Individual (OP)| X
80101 Urine Drug Screen 7 X $150.00 MH IOP Group X HO | Initial DI X
80104 Drug Screen, Multiple [~ X $50.00 SA Aftercare X QW, Medicare Drug Test X
80304 Drug Screen (-] 7 X $120.00 SA LOP Group (low X SF | Sliding Fee Scale X
90833 Psychotherapy 30 min. with | - X $150.00 SA IOP Group X SK | Sex Off. Evaluation X
90836 Psychotherapy 45 min. with X $120.00 Dual DX LOP (low X TC | BCBS IOP Modifier X
90838 Psychotherapy 56 ;mn. with X $150.00 Dual Dx IOP Group X U4 | Facility Based IOP 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 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 5 Type your own code into the last row 'ype your own code into last row
or... Type In your own code Ravenus Code Description
00000 non-billable X [2] | Room & Board Medical E/M Same DOS| X |~
00001 Broken Fumiture /X Luoas e i Same DOS X
00001 Clinic Fee 7 X [ I I Service X
00002 Print/Provide Enter Medical | - | 7 X| | Code Rate Description Basis Hospice X
1036F Non tobacco User x| |[e05 $50.00 | MH Aftercare UN]X Sex Off. Eval Addend. | X
36410 Blood Draw 7 x| [[905 $120.00 | MH LOP Group (low UN | x| Adult SA Individual (OP)| X
80101 Urine Drug Screen 7 x| [[908 $150.00 MH IOP Group UN | X Initial DI X
80104 Drug Screen, Multiple x| ||908 $50.00 SA Aftercare UN | x| Medicare Drug Test | X
80304 Drug Screen 7 X 906 $120.00 SA LOP Group (low UN | X Sliding Fee Scale X
90833 Psychotherapy 30 min. with | - X 906 $150.00 SA IOP Group UN | X Sex Off. Evaluation X
90836 Psychotherapy 45 min. with X || [ MH 905 $120.00 Dual DX LOP (low. UN | x| BCBS I0P Modifier X
90838 Psychotherapy 60 min. with x| |[MH 905 $150.00 Dual Dx IOP Group UN | X Facility Based IOP X
90885 Review of Records 7 X 0024 $500.00 Inpatient Rehabilitation X CPP Modifier X
90887 Meeting/Conference 7 X ‘Same DOS/Same X
90889 Report Preparation |~ 7 X ‘Same DOS/Different X
96150 Health & Behavioral 905 X
96372 Injection X
99201 (Office / Out pt, New) X[5]

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. Name the protocol.
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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.

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.

©®ONOU R WN

Settings & Directories

e 1
Seftings for Site Staff, Rules and MAR have baen movad under the More tab
Sites/Letterheads Service/Mod Codes Lab Reg Protocols  Meds Protocols Provider Directory Insur Payers Therapy Groups Formats MCM Auth. Accounts Calendar Integrations More
= New
__ Order Protocols e B |
' ADHD N
est Ordere Frequency: Times X Diagnosis
[ oopakots Love 2 I— 3 g 4 5] ]
¥ LabTests astin Request Type (fLab OImaging OEEG O EKG
eason / Indication
8 - [ ] ]
Test Ordered Frequency: Times X Diagnosis Delete
! Alkaline Phosphatase ASAP 1 55252 I
Lab Reason /Indication Annual Brain Injury Traumatic, Annual xX

P AT Routine Once
Lab Reason /Indication Routine Screen x

P BUN Routine 1
Reason /Indication Routine Screen xX

Click the button below to watch a quick tutorial about the Lab Req Protocols tab.

D

MEDICATION 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.

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.

NoukwnN
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8. Indicate refills.
9. Select the amount of days.
10. Input the dose.

11.Pick a comment/reason from the dropdown menu or type in the reason.
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 Individual ]

Multiple Meds (OP)

Group | evel Settings & Directories
Settings for Site Staft, Rules and MAR have been moved under the More tab
Sitesit ervice/Mod Codes Lab Req Protocols Meds Protocols Provider Directory Insur Pavers Therspy Groups Formats MCM Auth, Accounts Patient Portsl Calendsr ions More

icati ist [ tew
Medication Protocol List Protocol mm:‘usslun Orders ] [0 cetete Save Protocol |
” admission Orders B
p issi Medications

Admission PRNs e i

rection edicine Dose Route Oty iming
B
? Ativan PRN (CWA) i} 9
to s xDays Doses CommentReason
B
J Ativan Taper o o o
12

5 @] save |

Celexa Taper

Direction Medicine Dose Route Gty Timing

2 -
g Common Cold (OP) e Start Prozac 20 mg PO QAM =
By 2 Depression X

Medr Pa

edrol Dose Fack P start Ambien QHS PRH

S5mg PO

) start
Remeron Protocol

Ativan

025mg PO
Agitation

q4hr PRN

SSl: Regular Insulin Start

Antabuse

250mg. PO
ETOH Deterrent

QAM

Standing Orders: (w / instructions) B start

STAT Ativan

Zyprexa

256mg PO
Psychotic Features

QAM

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

Steyletiecheads ServiceMod Codes LabResPratoccls Meds Pratosoly EmcerDescon  asrParers TharaprGrowps Esomats MM AW, Acsounts Calendar inearafions  Moey
External Provider List

PGS T x
p—— HE e ]
SNl e O]
i Dennis Doom g Rame [t Aice Stings| J DE
Case MgriTeam Leader Addr 4 Happy Lane l
s F :
b s S0Py ] owee |
Psychiatric Prescriber Chly; PRI ] O
Automatically Siter b
5 Or. Fanis P. Michoo State O ] working sl focton
Family Practioner 2p B30 ] when acding PCP in
Dr. Frank N. Stein Telephone [143-512-1616 demcoraphics.

Surgery P [
E

2",;,2;:‘::"'"9 Email E:mnc:gtlonavvn.(
T Ortm-;xkel Specialty PsyctuancPrescrber
OTPTRecreation Site Name I
Shaun Murphy, MD Owections

wre [1282501253 |

Other #  [sswinp@provder 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 (2] 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.
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12.Select an ID Qualifier to appear in box 24i of your claims if this is deemed necessary by
your clearinghouse or insurance payer.

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
Seeoic 10 Indrvidual I

Group Level Settings & Drectoies

Stesleferheads ServieMod Codes Lad Beq Profocels Meds Profecels Provider Oirectery loauPaen  Dedasy Gecups Eormats MCMAMH Acopusts Calendar intecraticos  Mace

' AN S C Optoen
Insurance Payer Short List D_ln__llLl it e

Professional

You are novs oditin )l
Astns Ay Changes will overwrite this u,

AL

Cigna Name

“o 18004842114
Great-West Dv

Weaicare s

J
]
) 1324007878 ]
]
]

UBH Madicare City, State Zip o ] o] B3esr3rae
o

= T pho X
United Hoalthcare % = fux |
ca

[ use Aiternate Provider 4Pt on Claims

Q (] use Anernate Facisey 4Pt on Claims
[ use Almernate Yax 10 on Claims

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

to remove 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

Video Tutorial
Insur Payers

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 QuickStart User Guide (TSPlus) | To Contact Support: 443-569-8778

24


https://youtu.be/sSOMwZCVO-4

THERAPY GROUPS

Settings & Directories
SpeCific to Individual ] Group Level Settings & Directonies.
Semings 12> e SUN, At 832 MAR Rove Bean Mvat snses e More 198
Sealetecheads ServiceMod Codes LabBeq Protocols Meds Protocoly Provider Ditectory e Pacess  Dherapy Growes Esomaty MCM AV, Accounty Calendar ifecrations  Mace
=] Jx 5] sesen
» Mumor Therapy 7/ 0 " [o311) GM&2020 Growp Thavapy Note x 5
2)  W1H2019  Growp Therapy Note xX
e /7™ x 3) &32019  Group Theapy Note X
% Parening Support Group 7™ x 4)  W102018  Growp Tharapy Note X
4 Srvth Famaly / ﬂ X -
Weekty Group 76 x| | sembers E
) Dos Aice 2004584621 811988 X o]
2)  Jonss Gansoe 2004578558 711350 X
3)  WWuomps Alieen 2004676573 2129056 X
L] -
Pried All Greups [« SstectaRoster » ]

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

e Inthe Therapy Group Entry window, enter the name of the new Therapy Group to be
created and the Site/Location where group services will occur. You can add multiple
service codes as needed for billing purposes by clicking into each dropdown field and
making a selection from the service code short list.

Edit Format

Therapy Group Name

Therapy Group Site/Location
“\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

e C(lick the Save button to save your changes. The new group name will appear in
the column on the left.

e Inthe Members section, click the E button to search for a patient to add to the group.
e Inthe Add Patient window, search for patient by name or ID number, then click 3eareh
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%

Add Patient

[o
20 Padenis Found

Marme 0oB iy, State, Zip Patient D ®
Electronic B Claims EB#mngClaims
Gane Bolcher 10007 Cape May, M) 08204 2004690023
Goldilocks Bear 2MaNM%92  Rutand VT 05701 2004696083
Jacqueling Bouvier 1101928 Speingleld, VT 05158 2004624330
Hent Brockman 9M8M9E8  Speingeld, VT 05158 2004684333
Linda Belcher 9ManeEe  Cape May M) 08204 2004680021
lm%m 126008 Cape May, M) 08204 2004580024
Mary TRRANGTI  Speingleld, VT 05156 2004684331
Peter Bishop THT/2004  BakersSeld, CA 93307 2004596643

e To add patients from a specific roster to the group, click into the
| < Select a Roster >

| dropdown and make a selection.

. . | Weekly G .
e With a Roster name selected, click Weekly Group | 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 C(lick 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 Seareh

Add Patient

[ Fancnl WNamé or iD®

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

20 Padenis Found

Marme Patient D ®
Elactronic B Claims EB#mngClaims
Gane Balcher MI0R00T  Cape May W) 02304 2004890023
Goldilocks Baar 2ManEa2  Rutiand, VT 05701 2004898083
Jacqueling Bouvier 10MS2E  SpeingSeld, VT 05156 200454330
Kant Brockman AManes8  SpengSeld, VT 05156 2004654333
Linda Balcher arMangss  Cape May NJ 08304 2004590021
ll%m 1V2ER008  Cape May. MU 08304 2004590024
Mary TRANGTI  SpeingSeld, VT 05156 2004654331
Pater Bishop THT2004  BakersSeld, CA 93307 2004598643

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.

Video Tutorial

Therapy Groups

FORMATS TAB

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

Settings & Directories
Specific 1o Indradust | Gosn Level Setunga & Daectones

Tamegs far Sne Saaft Muter 893 MAR Nave Sean moved en0e the More s

Lab Sieq Pentocoly  Meds Profocoly  Prosider Divectoey inaee Pryers InsasuOcocss Coomats MCM A, Accousts Caleodar Imfecrations  Mate

Finished Notes Font & Printing Styles Group Preferences
Growp Documentation

Foat Arial ] (catautt Adal if thany Overnide Font Setting
Size 12 (default 12 if biank) Ignace Font seing & retain all font
formating as endérad in each nole
Note Style  Bold {overrides detaul formating)
Hakc
Uppercase Overndo Size Setting
Ignoce Size seting & retain i size
Hoader Style X Boig (ovemides detauR formating)  formating 35 entered in each note
X Uppercase
Underine
Heghiight

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.
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e Click on the checkbox(es) in Header Style to change the style of headers within your notes.

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 & Directories
Spacilic 1o ladradual I Group Level Setuags & Daeciones

Sf8esiettertends [ServiceiMod Codes Labfeg Profocels Meds Profocoly Provider Quectory laser Peyers Insaculoocs formats MM A Accounty Celendar Integrafiony  Move
Defaut A4 Recipient X Detast Alert Sender |« [ Soteyw cewe |[_Pem ][ Ewes |

Show Only. At Theeshetd  [CNon-Expired

LYoty

Ravainng | Auorees  Uses  Remaming

ulf
i

a3 [ |ne
S(S|¥|S|S

Iavued Mo Lation 8 Expees
Banner. Bruce 5142010 | 6546322 123172
Husgson, S12019 | 78457845
Marije. Meghan S1/2019 | 848168418145
Sempson 162020 | 5458745

Smith, Beth 712019 | 4564156189414

2
I

ol lne
I-Indt ]

2 R e
O O A E

s
£

X 00 XX 5 e

o

e The Show Only checkboxes SMow Only: [1AtThreshold [LINon-Expired 416y 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 setweesste |pytton 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| hytton 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

Y

Codes | Statement Semings Opbons
Payment/Adjustment Codes

% AR cetes by Anna Recaia |2

R Pestes by Emvea Rors

i

3 M Powed by ione Msody

T Pees by Lotia Diness

? COPAY  Fret desk contec Sase N W Miscellsneows Fees s
0pars homm paber - Tertary nsurasce "nmu..‘mm

T Late Foe Prmary

CIPA Auto Responsidiity Switch

i
i

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.
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Description

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

1) AR Posted by Anna Redsick |2 |&8  HNew |

2 ER Posted by Emma Royds

Code

2 JM Peosted by Jane Moody
Description

4) LD Posted by Lotta Dinero Test Patient Fee

2 COPAY  Front desk posted these
copays from patients

G) LF Late Fee

ol TPF Test Patient Fee
[ Delete 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.

1.

2.
3.
4

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

Select the button to save the code or to delete the highlighted entry.
Billing Codes

1y GONT Government Insurance 2] |2 Hew |

Payments
2 COMMER Commercial Insurance
Payments Code
2 COPAYS Copayments from the
client or responsible party Description
4 REFUMD Refunded to appropriate Test Billing Code
party
5) MISC Miscellaneous Fees
g  TBC Test Billing Code

] Delete I
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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 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

balance?
) Patient

® |nsurance

Automatically switch the rezspongibility to
Patient if the Patient has no Secondary
Insurance or has Secondary, but no
Tertiary Insurance and there iz a balance
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 OPTION

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
Specific to lndevidaal

Healefechesds fenoceMod Codes LR MeqPromocoly  Meds Proicoly Provider Divectory loose Payers DeuagyGeneas Cocmahh  MOM A Accuon  Calendar  beanatomy  Mote

Cooes [ Sttement Satings Optics
Account Detaut | Batch Defsult
Account Default
¥ Add the text “Please pay Balance Due within 30 X  Waciude Pateat Chack # In Payment Details  Show Chinicians’
days from Statement Date™ X Wchude Credit Card Paymest isfo NPt [OMedte OTm
* g::::’ o Y incheds Mowers Return Address Locabion Billeg Address Location
Inchsde Next Appointment Date Hokey Pokey Counselng ] Hokey Pokey Counseling ]
Exciude Inserance From Payment Amounts
Inchsde Signature Lines Statement X .
Hide Adustment Amounts Show Account Aging
Hide Charge Amounts 4 Show Balance Forward
Hide Clinician Name Show Disgnoses
Hide Dates of By Show Insurance Balance
Hide Description X Show Last Payment Date’Amount R o P
Hide Insurance Payment Detaits X Show Pationt Balance edponaine Pary
g * Patent Guarantor 2 Seconcary Insured
Fde Peyment Detalts % Sort Services New To OKd Guarantor 1 ) Primary Insured
Mide Total Batasces : -
Use Guarantor 1 Address If Avallabie & Replace “Make Check Payable To™ with:

Paventts 1101 Responsible
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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.

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 (o Individual Geoud Level Setlngs & [estoves

Seslefecheads ServiceMod Codes LabBeq Profocols Meds Protocoly Provider Diectory aawr Parers Iherapy Grovos Esrmaty MCMAMD, Acccuen  Calendar inferaiony  Miare

Setings that lndhidual Users can Override @
e ——
m«oé"«-f&':éﬁ U
m”':m 15:000 ]
T ———

refresh ntervel S |
(rumber of mirutes between
wtorefesh)
show weekerds
of 3 medicare padent (et
hide canceled appontments [ over canceedirescheduvied)
hide reschedded scpontments [ auly Jracst Ackein sy’ () warn before double booking ()
@ rot enter aTent patent addfedtiisete Block ot  medcare pasent
hnen vt |0 nstead u?fﬁg L
rotehohight ® ks
The falipwing Setlings are 6oty number of comes to D
et aher 3t logen dephsy

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.
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Settings that Individual Users can Override 0
time scale increments

(in minutes)

start day at S:00:00

(select 0 for midnight)
enddayat [ 13:00:00

(zelect 24 for midnight)

default appt duration

(in minutes)

refresh interval
(number of minutes between
auto-refresh)

i

show weekends
hide cancelled appointments

hide rescheduled appointments
do not enter current patient
in new event

note highlight

M OO0 O

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

OO

show scheduled dinicans only

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.

Group Level Only Settings 0

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

Double Scheduling = A dinician
has more than one appointment
scheduled in the same time slot
prevent double scheduling
{=ecept over
canceled/rescheduled)

warn before double scheduling

prevent double scheduling
over block outs

only group admin may
add fedit/delete blodk outs

show type color
instead of status color

number of columns to

display

Double Booking = A patient is
scheduled with more than ocne
clinician in the same time slot
prevent double booking
(=secept over
canceledrescheduled)

warn before double booking

Double Booking Medicare =
A patient with cumently active
Medicare primary coverage is
scheduled for more than ocne
appointment on the same date
prevent double booking
of a medicare patient {escept
owver canceledrescheduled)

warn before double booking
a medicare patient
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INTEGRATIONS TAB

The Integrations tab contains additional settings for customers utilizing integrations with ICANotes,
such as Kno2 for electronic transmission of patient records. Please consult with your Account Manager
or with ICANotes Support for configuring these settings.

Settings & Directories
Speilie 0 Indradusl Group Level Setlngs & Deedlones

MORE TAB

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

Settings & Directories
| Soeciic to Indeddual Group Leved Settings & Ditectogies

E4ead, Lodes LabSeqProfocols Meds Profocols CravidecDirectory loone Paxers DemagxGroves Coomats MOM A, Acsowots Calendar bieqraony Moo

| Site a0 [ ey | Sues B2 Claim Tevolates

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 [__Assimstaff | hutton to save the assignment.

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

ounkwnNneE

N

0o
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Settings & Directories

Specific o Indtvidual

Group Level Settings & Directonies

£0m11 1 Sie SN Aumt 292 LAR Rave Been m

Vet unse Ihe e e

StealeSecheads ServiceMod Cofes LabBeq Protocely Meds Proocoly PraviderDivectory iaser Payers Dherapy Growps Foomaty MCM AR, Acceuntsy Calendar ieqraliony  Lixe

I

Luceiarasa fle

Fitac Oy Ste Filter by Cinician

Contact ICANGIes Support at (443) 569 8778 i you want this feature turned on

< Select 3 Clinician > { Print |

gy Pokey Counseing mma Royes, RN

x|

(=

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
Specific o Indrvidaal Group Leved Settngs & Directofies
Sarioge b Sibe Datt. Aules 354 MAR have Deas mived under Ihe Aors a2
oges L Meds Protecoly Brovider Owectory lnwwr Payers Thecawy Groups Eormats MCMAG®. Actownts Calendar lsearaigey Lixcs
2} A edicaton:
At
Tiwieg 1 2 3 4 5
QAM ~| 0900 9
QP 2200
Daily 0900
QHS 2200
a Hour of Steep | ¥ | 2200
8ID 0900 1600
TID 0900 1600 | 2200
) 0900 1300 1700 | 2100
every8hes |-| 0600 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.
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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.

Settings & Directories
Specifsc ta Indrsual [ Group Level Selongs £ Dueclodes

feyiefecheady EerviceMod Codes LabSeg Frofocoly Meds Profocoly  Frewider Direcliory lowwr Puwews Thevsow Growes Pommads BEM Sedh  Accownty Calender lsieorsfooy  Lom

i glaf | LR | R A LR ) ] (adaum Taraliied

B Check if Hote is Claim-Ready I CHnical Reminds: Rubés Latency  Lings Bolg
B Fasiing Labs by Defaull e Iratizl P3ychigies Exam [ Hasrg Ps®D | 1=
Hest U Patil % o tusing Evan 20| ious | wn | x
Iritial TR 2 Hiurs Thar X
Forwaed Paiants Talaphams Intake Notes To Folowun TP 0 Haours Thar
EMling MolBs (Patent ACcounts ] o - X
Higcslarseous Motes (Demographics ) X

Pagl Paychisirsc Mistory (Complete Evaluation Hole)

Caaabon Wakoes hor Biling Sendce Combos

[10-1%: rrin
15-20 min
0-20 rrin
pES-S5i) riry
PE5- 71 e
|7 5-80 rrin
[B-22 min

2337 min
[B8-52 rein
E3-67 man
[E8-82 min
B3-97 min

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 |If 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.
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Clinical Reminder Rules Latency  Units Role Delete

Initial Psychiatric Exam | 60 Hours PsyMD |)( = |
Initial Nursing Exam 24 X
Initial TP I T2 Hours Ther X

Followup TP | a0 Hnurs| Ther X
1 T Tx]

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.

2. Give the template a Template Name.
3. Fill in 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.

Settings & Directories
Spacic 1o Individaal [

Stesleerteads ServiceMod Codes Lab Req Profocoly Meds Promcoly Provider Dwectory lnsss Payers Thecapy Growps Eomats MOM Auth, Actounts Calendsr inearpfiony Lixs

S Sus I ey | afides [ Cuain Tacolum

e’;—wm—}ﬂﬁ:] onun JT camcet |[E] Ootese |
3 Template 2. 133 |

| e Template Name [Tomgiate 1- 632 ]
e & Type of Bl E

1agmaType i |
15 Admit Source E
17 Discharge States E
18 Condition Code [ |
19 Conattion Code [I1__|
31 Occurrence Code E
32 Occurrence Code B1 |
33 Occurrence Code E:j

CONFIGURING INDIVIDUAL SETTINGS

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

38

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



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

— Log Odf I
Behavioral Health EHR

Shorr Charts:
working at | West Coast Clinlc |

Chart Room for Crystal Docs

[ 2 Parting i |12 Prasmesy ing |

ey Ervier Potsret P, 10, i aons, DO | e . Piaoss ¢ F1 resseors
I Last Chart " Enter Patiet Hame, i, "y@

iTid

Laat Nafmie el

Chck on the nama 1o gat the patient's chart
Hower curpor over rames or mones detsile

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

Specific to Individual Groun Level Settings & Dwectories
You are aliwed 10 see all grousp members becavse you are & Growp [
Amy Pea

entzy [

Qenas [ Caleada Ootions
Bame Crystal Docs
National Provider 10 9008887776 Seperviace(s) can et notes cwned by Crystsl Docs
AL Natsonal Provider 10 =
Medical License Number -
DEA Number XAB745447 Sutcnste Novter Csmsonses 1
Federal Taxia 46581815484 SSN e EN "

AL 91 Fedoral Tax i SSN EIN

Swpervisee(s) Crysial Docs can ed potes owned by those
AL 22 Federal Tax i ssH 0 EN truciany :
[JoyZepp.MO.P5Y0
Taxomomy Code  (Moved to Payer

B4l Under Supervisor Rutes tab) a

MU /wiPs com O

T Switch User

for Gov't clakms.
Accopt Assignment  Yes  No
UseriD 106628 o ke
Group Member
O TsPus User
) Passe Nate P must Agve 0 and 3t mast

word| one letier 33 00e sumber. One of the kfers must be captaized. | caoboard
J The password shous ot ncude the user name 850 shoult ot be
he same 33 e (reveus DAsIWONd.
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Non-Group Administrator view:

Settings & Directories

Name Crystal Docs
Natonal Provider 10 9998887776

Medical License Number
OLA Nomber XABTAS447
Federal Taxid 46.581815484

Soecic 10 ladradual Geowp Level Settings & Ditectogies
Crystal Docs Perzanallnto [ Caseload  Bating Rales & Payer Rules  IC010 Codes | Cusiom Buttons Oevice | Reslore Deleled
Drer Name cryslalgoc (r—————————- ~
Idensty ] Ogtions Calendar Ootions.

Supervisor(s)

Socmsne Numter

SSH * B

Temporarily Switch User Typ
H

For Gov't clasms

Taxcoomy Code  (Moved t
Bl Under Supervisor
Medkad ID 5
Cuas
Email Crystaisdocumentationgicanctes.com
innals CP
User Type Office
User Facility Type  lapationt
User Name Crystaldoc

Accept Assignment  Yes  No

Renderng Status & Sole Practitioner

Growp Member

Outpatient
User 0 106623

o]

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

Directories:

Security Center
My Security Info
User CS Options

| Show lﬂalduudbyelomm Requitad Optional

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.

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

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.

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

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.

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

Personalinfo | Caseload | Billng Rates & Paver Rules | ICD-10 Codes | Custom Buttons | Reminders | Device | Restore Deleted

Identity ] Qptions | Calendar Options
Name Crystal Docs
National Provider ID 9998887776 Supervisor(s) can edit nots
Medical License Number -
DEA Number XAB745447 Suboxone Number
Select | i
Federal Taxld 46.581815434 SSN @ EN [_<SelectaClinidan > _] | Assign Supervisor
Federal Tax id SSN EIN Supervisee(s) Crystal [
2 Joy Zepp, MD, PsyD 1~
Taxonomy Code Moved to Payer
Bill Under Supervisor Rules tat =
icaid 1D #
ot MU /Mips icam [
CUAs® ;
Email Crystaled @ic .com Temporarily Switch User Type
[office |
Initials CP
User Type Office For Gov't claims
User Facility Type  Inpatient Outpatient Accept Assignment  Yes No
User Name crystaldoc UseriD 106628 Rendering Status @ Sole Practitioner
Group Name Documentation Group Member
Group Administrator ® Yes No [J TSPws 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 Number Federal Tax ID
e Alternate Federal Tax ID (1)
e Alternate Federal Tax ID (2)
e Medicaid ID #
o CLA#
e Email
e Initials —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

e User Name
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e Group Name —this is an internal designation by ICANotes
e Group Administrator
e 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 (s ]
button to highlight any required and optional fields for electronic billing):

e 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.

e 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.

e MU/MIPS/CQM - This designation is controlled by the Security Administrator in the
Security Center.

e 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.

e 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.

. . . p | g
Signature At End Of Note Options at Logon:
0Crys|al Docs Clinician Reminder Sheet 8  Show : ¥4 Telehealth
Options in a Note:
Navigate to Simplified PN []
e Electronic Signature Name Level of Care Writes to: O History O Instructions
Finished Note Header Name @Wﬂm
Clinical Decision Support Rules B Show Diagnostic Algorithm Show
o Patient Education Matecial [] Use Military Time
Default Site/Letterhead Name Include Medical History Y& @ No
West Coast Clinic | Inchade Notes/Risk Factors. 5 Yes 1Mo
Include Diagnosis @ Yes Omit All Omit Axes ll to V
Use Custom Rx Letterhead? [] Include Medications | Yas | No
Rx Discount Card Enabled [
Batch Deletion Enabled [
Timezone Eastern: -5 g @ Default Note Titles |
elative to GMT) Centrai: 5 SMOW Clock at startup? [] =
Z Mounta ! = MWIWIO Cﬂ“m
T Q Assessment Note Type |
ignore DT[]
\ @ Default Note Headers ]
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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.

1. 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.

2. Electronic Signature Name — Your Electronic Signature Name will populate when the
electronic signature is generated for you by ICANotes Staff.

3. 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.

4. 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.

5. 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.

6. 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.

7. 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 [ Shew Clock How |
button to start displaying the clock right away.

8. 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.

9. Optionsin 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.

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.
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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.

Default Mscipling & Complete
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 | Default Note Headers | button to set the Progress Note

initial header, or set no initial header, within progress notes.

Click the button below to view a quick tutorial on how to use 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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For the rest of
this session:
Use Legacy Settings selected in this sren will default for this staf? / clinician
mmm These individus] cptions supeneds group options
Indvidual Sroug
‘time: scale increments
{in mirnstes) — | ﬂ“ Group
=tart day at [ 8:00:00
(sslect 0 for B 4 | showweekends O O O
end dayat | ] 10000 | hide canceled appointments 0 O [0
A D hide rescheduled sppontments O O O
defadtacptduration [ | % | i
{im miraites) donot enter cumentpatient O ¢ [
| in new event

refresh interval 5
of minutes
betwesn auto-refresh)

SEArt on view :[:R-nulnu M Legen)

manimize cabendar window (]

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.

ICANotes QuickStart User Guide (TSPlus) | To Contact Support: 443-569-8778 4 5


https://youtu.be/YNdbC0iXmwc

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.

ICANotes QuickStart User Guide (TSPlus) | To Contact Support: 443-569-8778 46


https://youtu.be/3dG5wnQ7oqQ

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 | Caseioas | Riling Rates & Payer Ruiss | ICD10Codes | Custom Bumons | Reminders | Device | Restors Deleted

Billing Rates for Services (for crystaldoc)

HHE

Sel Senice code drop-down kst Fu Short

Procedure Code Modifier(s) Insurance Payer Billing Rate
99201 (Office / Out pt, Mew) - GT | $T400 | X
G0450 Telehealn Pharmacologic w GO “ || $116.00 | X

Different rates can also be set per payer. However, this is usually not necessary as payers generally
have a predetermined amount that they will pay per service, regardless of the amount that is 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.

Copy
0 Payer Rule(s) ifor crystaldoc) Paste
Print

Insurancs Renderir Billing Bill Under

nsurance Payer Group # Code Modifier Taxonomy AXONoMmY Supervisor

[All Payers ] Tl BT Joy Zepp, MD. PeyD ¥ =
Chra 3] 112 Grovpa |18 coome | o ¥123456789 | 987654321 *
Uinied Haaithcass é [& o1 X111222333 X444555666 Anng Recsic, MD 6 x
»

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

Default Payer Rule
Usedto define default rendenng & Billing taxonomy codes
Detauit codes will be applied when no other matching payer rule is found.
To define, leave insurance Payer, Insurance Group Number & Senice code blank

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

Default Readering Taxonomy Code
is also applied when user is 561.3s 3 DIll under Superisor

insurance Growp Number & Service Code
When applyfing payer rules, tey work togemher
ALL rules which contadn only one are invakd and ignored
To send cifferent txeonomies using tis comdination, create 3 unique rule for each combinaton diled
Cnily e Senice code In the frst position of 3 note Is makhed

Billing Taxonomy Code & Bill Under Supervisor
Biling taxonomy code s NOT overnidden Dy bl uncer supenMsor settings
Applied payes rules with an emply diling taxonomy code will cCause ALL corresponding elements in ALL
related claims to also be emply

Auto Modifiers
Modifiers are NOT matched when referencing taxonomy codes NOR ol uncer supenisor information
Ris dostto create rules for default auto modifiers without taxonomy codes or bill under superdsce specified
¥ group has SetModifiers Based on CBR enabdled. then payes rules will NOT be used 1o auto set 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.

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.
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ICANCEES) | JchartRoom

Settings & Directories
[ Group Level Settings & Dire
You are allowed to see all group members because you are a Group :
1) Amy Peacock - WTMIW]M[WTWTMIW
User Name: apea
2) Anna Recksick, MD m
User Name: arecksick | Paste |
B [_print |
) (Crystal Docs Short List of ICD-10 Codes (for jzepp)
User Name: crystaldoc
4)  Emma Royds, RN ICD-10 By Code l ICD-10
User Name: eroyds
S)  Frank N. Stein, LCP
User Name: fstein F411 Generalized anxiety disorder, F41.1 (ICD-10) x|
6) Jane Moody, LMFT - {
o imesimons F430  Acute stress reaction, F43.0 (ICD-10) B X
7) Joy Zepp, MD, PsyD F419  Anxiety disorder, unspecified, F41.9 (ICD-10) =y X
ger e | F90.0 Attenti i ivity disorde i i i F90.0 (ICD-10)
) Lotta Diters X isorder, inattentive type, F90.0 (CD-10) =y X
User Name: Idinero F840  Autistic disorder, F84.0 (ICD-10) =X
F315  Bipolar disorder, current episode depressed, severe, with psychotic features, F31.5 (ICD-10) - X|
F91.0 "Conduct disorder confined to family context, F91.0 (ICD-10) _" x|
F80.8  Developmental disorder of speech and language, unspecified, F80.9 (ICD-10) = X il
|
145.0 ‘Somatization disorder, F45.0 (ICD-10) - 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. il bo“:rd
I~1 My Security Info The password should not include the user name and should not be
Ep Usercs 6 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.

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

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

Paste
Short List of ICD-10 Codes (for joydemo) Eril
ICD-10 By Code [ Ic0-10
F30.3 Manic episode in partial remission, F30.3 (IC0-10) S X
F60.3 Personality disorder, uns  Enter text that will replace the description "Manic episode in ede X
partial F30.3 ICD-10) "
Fag Unspecified mood [affecti B X
FB0B1  Narcissistic personality c B x|
, New Description |
F430 Acute stress reaction, F4 & — - edt X
| I * [Manic episode in partial remission, F30.3 (CD-10)  fel "
F419 Anxiety disorder, unspec @l X
Fa2 Obsessive-compulsive ¢ Cancel I y B x|
e
F952 Tourette's disorder, F35.2 (IC0-10) s X D

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.

{lCANO‘tefa ] _J chart Room

| Settings & Directories

[ Group Level Settings & Directories

You are allowed to see all group members because you are a Group Administrato
1) Amy Peacock - WTMTWIMIM] MTW

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) FMN 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
" :J'°Y ﬁ"’l"_ 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

Uae Piaass hosvs 7)  Possible Suicidal Intent Group  Risk Assessment Jane Moody, LMFT

Please Note: Passwords must have 8 characters and at least
Fix
Seciatv.Conee Change My Password | one letter and one number. One of the letters must be capitalized cnpbﬂm
[~1 My Security Info The password should not include the user name and should not be

e User C3 0 the same as the previous password

e 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 b1
Adj Dis See List

Adjustment Disorder

Admission Notes

Admission Orders

ADR

Affect

-

|

]c

B

[TTT7T

Anger

Anxiety: See List

ASAM Dim 1

ASAM Dim 2

ASAM Dim 4

Autism >

[

[1]

e 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 hlight Context

|1) Motherly E ® Play Therapy ‘“H

e 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.

e |f you want to review the list of all shared buttons in your group, click the [ shov a1t shared Butons |
button in the upper right-hand corner.

e |f 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

[ G Settings & Di .

Specif _
You are allowed to see all group members because you are a Group Administrator.

= IU::;::;:[:J:*‘“‘“ -l p U | Caseload | EilingRates &PaerRues | CustomButons | i | Restore Deleted

s Namesimirsiastasa
27) iTap Test, RN
User Name: itaptest

Status Frem To Date Subject Patisnt R
2% James Pride 1 Sent oy Testd Dariel Test PhD.  [7/215  |Reminder:
Dser Hame: jpridetactd F| P sent  [doyTests Anthany Kulesa Testl| 77215 |Reminder:

29) James Test 4
2)  Sent Joy Testd Joy Testd TiI2na Reminder.
User Name:

303 Janina Test 4 H

User Name: janinatestd
21 Jay Monjon

User Name: jaytestd
32) Joel Test 4

User Name: jtestd
33 John Test 4

User Name: johritestd
24 Joy NoDrFirst

User Hame: jaytestiour
25) Joy Office, Secratany

User Name: joyoffice
25) Joy Test2

User Name: joytest? i
371 Joy Test3

User Name: jaytests
22) Joy Test4

[ ooy e | Plesse hole: Passwords must have & characters and et least =
User Name: joytectd EecuniyiGentor) Change My Password | one letter and one number. One of the letters must be capialized. CI,"LMVd
38) Justin Sevik Testd = The password should not includs the user name and should not be iphoart

the same &s the previous password

[} [m]{m]

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.
= |fyes, 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.
= |fyes, 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 Lrate Subject Patiant E a
1 Pending |Joy Test2 Joy Testd AMBMEB Reminder: Copy Insurance |Doe,Jane m=

i
i
=3

e After the patient has been contacted, go to the patient’s Chart Face and click the |__‘Reminders
button.
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e Select the Reminder you wish to view, and the Reminder dialog box will open.

Reminders
Reminders are sent automatically via the Messaging Center when they become Due 5 T: o
L RE =
Status Frem Ta Date Subject Fatient & ta A
|1) Pending |JwTestQ Joy Testd |3f1 BMG ‘Reminder. Copy Insurance Card Doe, Jane O ® O

i

change the date if necessary. This checkbox is also available when accessing the reminder from

the Reminders tab.

{5 Patient Reminder | contacted ) Date

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
" Amy Peacock ]| Personalimto | Caselosd | Baing Bates & Payer Rutes | 040 Codes | Custom Baticas | Reminders | Dexice | Reatore Deleted

rer Niae apes

21 Anna Recksick, MD
e linme areeksich

Deieted Notes | DoletedCharts | Deletea TxPlans | crystaldoc

Notes, Charts and Tx Plans Deleted by

3 Crystal Docs Deteted Hote S A id -
Mew dame Parkar. Othver TRUZ020  Cuick Note 7 |
Emma Royds, RN This note shoukd contain e new custom nots We a

et sropds po 71202020 Propress Net ]

& Frank . Stoin, LCP \j‘.:u:.mxnceu 2 2 TODress Note ¥
Uner Name futein a

% Jane Moody, LMFT Patient, Aceal 7102020 Progress Note ¥
Vser Name jmoody Unisshad Yota E_

71 Joy Zepp, MO, PsyD Walkee, Potra 6222020 PrmaryCareNole
User Name: j1epp e lrares N a

# Lotta . McDonough Bishop. Peter E1S2020  Progress Note ¥
User Name Idners Untmbed Mot E_

Parker, Olhver 2272020  Propress Note ¥
i ares N a
Patient, Aceal 152020  Progress Note 7
onlnared Notwe E-
Mande. Meghan 42472020 Comglate Evaluation ¥
et ravat N E_;
Center
1 Info
x |_UserCs

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.
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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 AME2020  Mursing Mote =
Unfinished Mate E

You can print a list of the Deleted Notes, Deleted Charts, or Deleted Tx Plans by clicking the ® icon.

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.

Chart Room for  Crystal Docs working at | West Coast Clinic 1= “;:wu

“ “ [ Peraimr e ns | [0 Prommncy b

in ity 0 "

T | e T )

. — I
= = | =
] ="y ]

— — Parind Mamints Basies . nang

] o | 8 coman ||| [ oo, |
T | —_

— p—

2 = = EE=3

— J— | Therapy Gicugs —

Charns| | = S

Sart Telebealth Se3aion] ContsctUs |

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:

Azsigned | am
to Me | Principal

Al

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 Name, |10, Maiden name, DOB [ ;oo ), Phone or 55N remove

| Last Chart Il Enter Patiefit Name, ID, |@

ICANotes QuickStart User Guide (TSPlus) | To Contact Support: 443-569-8778 5 5



https://youtu.be/980z_cavZWI

e Clicking the [tstemrt | 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.

CREATING A NEW CHART

s Make a
=} Hew Chart

e Click on the [FetalGeminder senice | drgwer in the Chart Room.
e 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 Mame

Date of Birth

| Cancel || Create |

e 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 ‘ Yes | | No
oo | [ e

e 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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ICANote$)

Name (FMLSuff)  Seow White Date of Entry 71282020
Reterto patient as  White Maiden/Other Name Unique Patient IO
Age: 73 Multgple Birth momc

Sex | Ganger |~ meee
z"';um — Enhhm
Asd 21 Agpt e County [ Bad Address AP1oRx }
Coy. Stwte. 2p [ . entr At Adiress.
Patent Status
® Active Home Phone Country US
O inactive
o Cait Phone BestPhone Home  Wea  Ced
Work Phone ot Appt Reminders via
Email Emad
Emat2 Text Message
SSNW Phooe Message
i I MIEOstin _ Yes  No

HIE Opt Start - HIE Opt Eng

Senal Orlentation |~ =}
I- |omu~ | 58 B

Assigned Providers
are aiowed to siga
otes for this Patiest

Red Dokts are required_Bive flekis are opoonal but add nfo 1 chacalrote. [ e | Fiskss wsed by ol

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

|CANoteS:] : . iy e
New Patient mmmu w Pationt Reviewed Demogeaphics

Patent Information | Episodes of Care | surance tormation | Other Contacts [ Tesephone Intake
*Namo (F MLSuft)  Show Ve Date of Entry 7282020 |5 (3 Sampie Chart
Referlo paberdas  White MaidenvOther Name Unique Pateet ID Generate 08

“Date of Bt 2114947 Age: 73 Multiple Birth || Gurih Order At Patient ID
“Sex ] “Gender [+ meeo [NOMEENGTSSY Room
Adaress [ Hometess ‘wR T Emmg
Addr 21 Appt® County (] Bog Address AP/ oRx
oy, state, 2o |- .t A Ao
Pasent Status
@ Acive Home Phone Country US
guom Coll Phone BestPhone  Wome  Wom | Ced
Work Phone ed Appt Reminders via
Emall Emad
Email 2 Test Message
SSN# Phooe Message
Markal Stabs v HEOptin _Yes Mo
I Veteran Y N HIE Opt Stan HE Opt Eng
Senal Orentaton |~ =]
Disashay : -
*Emnicity |~ 0359
3 of Info
Ethnicity 2 |~ amiysce | [
_ Employment Status I= AdvOK i
‘Race l
Annual Household |~ m] L
Race 2 Income ¥
“Prefemed Patient n
tanguage Schoot or Emgloyer
Reben |"' Grage |~ Note fo
Native Amenican OV OI Tribat AfWaton :
Miscelianecus
Notes o
Assigned Providers * [Eesascmanr | Videre Seen Med fiwe # Skip Initial: Create a
are aliowed to sign = | Group Therspy Note
Notas for this Patent — ‘Skip initial create a
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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 > |

Iv| 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 Cell Phone oo || BestPhor

O Pending
Work Phone MedMD el

Email o

APN
Emall 2
SSN#

Marital Status |

Sewal Orlentation |
*Ethnicity
Ethnicity 2
*Race
Race 2
‘Preferred Language
Religion

Native American (OY ON

Assigned Providers Anna Recksick, MD
) ved t Jane Moody, LMFT

RN

sw

| c™ ! v
=

c ]

Att

O g Emp
Indev =
e Ann
| Intake ¥ sene
| Famity

covpien [BIE

TripleP  l@0ON

cep

SkBuid

PeerSup

e Once the appropriate providers are assigned to the patient’s chart, you have numerous options:
e The Telephone Intake tab will take you to the Telephone Intake Form.
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Staft Name (entered by) Date Entered” 8 IResources Avallable 10 Pay for Treatmaent|
[T Unique Patient 1D BSRIANCE COVETINN (1o 10 view, 4rder details Batow) @
First Mame | Snow Masale Last | White
008" (2141947 Agel| 73 Geador | |
Reter 1o patent as | White SSNw E]
[T Mame of Caer Telephone 83 of Callee | insurance Co: ]
Retanonship to patient Policy # | Group #
How caller heard about faciity and/or provider? Work tasur, Co. Tel. # Lot
Referral Type Celt Insured Name
Other (specity) Insured Employer | " | nsurea 008
0 Taieohoss embers of Patient |  Banetts InNetwork ___Out of Network
e e M::"’m':: ¥ Yes "'0‘ i ;'l iw ]
City-State-Zip 2 ﬂ m“mm S Mo il Ye i
EMait Does partial come out of RTC or I° benefits?
= 10P: (% covered/ days allowed per year)
In eatment Previeusly? | Y N Wyes, wherewhe? Mental Mestth ( Parity diasgnoses?) | i )
Precertification required?  Yes  lio Yes  ho
dationsi hotes [Ty s Qomes Agencies invoed | e e
Deductitie (Famity)
Out of Pocket Maximumn | Il
Owt of State Yreatment Covered? | Yes %o L Yes %o
P;:m =] uiscensnoous -]
Calendar Note Notes
Save and go back
"  The [ tathatieom | hutton will save the patient’s chart and return you to the Chart
Room.
Save and go . ) , ) ,
" The [fethatfsce | 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 | GrouwTherapy iate | 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 ﬁ 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.

New Patient

Patient Information | Episodes of Care | nserance mformaton | Other Contacts ] Teteghone katake
"Name (FMLSumy) | Saow ] | wmite Date ol Eny | 7282020 [ ] Sarmpte Chan
Refer o patient as  White RadenONer Name Unique Pasent 1D | | Generate O

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 Anaphytachic Reacton Reporteal | EnterE-Prescribeinfo  Patert Rewewed Demographics et Patient Dea
Patest informaticn Epéisodes of Care | Insurance Information | Other Contacts | Telephose intake
Panent  White, Snow MedicaldI0 | Coverag Wlm | gy | Settings |
\nzurance ]~ . 5;:;-11 Llat
BT M ]
INSUIANCE COVRINAR {0k 10 viw, wrber Selaihs 10 right >} - ;::’ s | [Couv: | _ Regqueed ]
] Ird Patent Relatonship to Insured | Sel | Spouse  Ched  Other |
Lo Start Date Suspend Date End Date
Garvont e T T |
5] BReed PAY  py3me grirst M1, Last)! S
Address
Loz | City, State, Zip | ]
. Fhone | . [SSHe|
X patientis Respensivie Pacty ... Require Auth® in Notes Do8 [0 Gencee| M F U
. E ¢ y . | )
[7] EPSOT/Family Pan | SeitPay F o
) Provid Name
[ Account is in Cotections % Discount m Address |
[ ] ereeze accounT City, State, p|
NCM Auth Receved | Yes  No | | % Discount 1 use ax » [+ Phone | ]
Addonal Notes " Payer 1D | AR Payer 1D,
= Use At Facity || v
Use Al Proviser | Tax© Insurance Type |
. Inswrance Type Other |
- 10 Qualtter 26| _] Submission Method |
- | -

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

list.
Patieat information I Episodes of Care [ Insurance aformation l Other Contacts l Telephooe Intake
Bt Sove s T l Coverage Details | Benetts | ¢ | engiowy | st Settings | Additioaal into
lnasurance _ I'] ‘;t;l.z;l.u:
B | |MBnlres Lens |
INSRANCE COVRIRAE (<Aick 10 viww, anier dutails o gt »)
n * - g OO #
o u d Pay Medic | Omer |
L4 UBH Medicare [ >
¥ Currest Usited Healthcare p
a2 Insnred PAY  pyame gFiest ML Lss)|
Asdress |
Kome ] o St 2| =
i Phone | ssuw|
XPaMnmRosmn:ion 1 Roquire Aum#® in Notes D08 [D Gender| M F U
Emgloyer| ]
|| EPSOT /Famity Plan | Seitpay
[ P s Name Cigna
[] Accounts in Colectons % Discoust T ] b 1L L0
b fREIEACIT ) City, Stats, Zip | Kennett M0 | 638573749 |
MCM Auth Recetved | Yes  No | | % Discount 71 Use AR Provider Nt Phone | 1.866494.2114
Adamcnsl Notes PyjerD| 80705 |  Ax PayeriO|

Use At Facity [ nx

Use Al Provicer | Tax© Wisurance Type Geoup Heam Plan
Insurance Type Cther |
fsf 10 Cualter 24i | gyeeission Metnog Electronic Jj

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.

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

Fields which are not required can be completed at any time by returning to the Demographics
screen.
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Please click the button below to view a quick tutorial on how to use the Creating Charts tab.

Video Tutorial

Creating Charts

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 oo

WINDOWS COMPUTERS

MAC COMPUTERS

CHROMEBOOKS

ANDROID PHONES &
TABLETS
(ANDROID 6.0+)

IPHONES & IPADS
(10S 12.2+)

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

ICANotes Telehealth.
Video Tutorial
Telehealth

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

TELEHEALTH SETUP (PC)

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.

61

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


https://prodtelehealth.s3.amazonaws.com/Telehealth+by+ICANotes+Setup+1.0.0.exe
https://youtu.be/qcIfv9Ji66k
https://youtu.be/25lssDSH81s

ICANO.teE) SR RELE RS r— ,

Better Notes. Less Typing.

The Most Clinically Robust Behavioral Health EHR
Clinkcally logical workflow reduces documentation
tame & streamiines schedubing & bilting
Paperiess practice management

Phenomenal customer support

HIPAA compliant & ONC-Certified EHR software

S SNSS

Trusted by Mental Health Professionals Nationwide

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 | pcton.

sttt L cowteeommtomcos 0
o o rwed 10 See 38 Qroup MEMDers DECAUSe you are 3 Group Adminiaty mor
7 Account Reset a ioto | Caseiond | Biing Bates & Payer Butes | 10010 Codes | Custom Butions | Remingers | Devce | Bestore Dotetes
X Usar Nama sccountreset! o—— = —
5 Account Reset2 = eatity [ Optices I Calendar Ootions
e ame sccountrereld
% Nired Peanysworth, Signature At End Of Note Options at Loqon:
rer have abatman Crystal Parker Chcian Remvnder Sheet I Show
< Andy Wu Qotioos in a Note:
ver ‘e andyos Navigets 8o Simpiited P [
% Another Testuser Ulectronic Sapnatere Name Lovel of Care Wirites to O Wintory O Imsrustions
e Deties Finiahed Note Header Name Qotions when Comede Notes;
%) Anthosy Kelesa Test! Chmvcal Decinion Support fules 8 Show  Diuagnostic Algonthm Show
ver hae akutesstesid Pasent Cducation Materiad [ Use Miktary Tame
7 AnLampert Oetault Saeettorhead Name Inthude Medical Moy Yo @ Ng
e hama arte I Inchude Note s Fink Factory Yo N
Anel ncasde Oagros Yo Cemt AN Ot Ases W oo v
. Guidry Use Custom Rx Letternesd? [ N“w: g T -
e ame anete sl
% 0uto CO%0 R Dvposunt Card Ensbies [
X User Name sutocote Options for AutePosty
'2) Betty Morganstern Batch Detetion Enabied [
Mot e Detiytesid
11) Bang Demo Timezone Castorr s Teles
o (Relative 10 GMT)  Cantra Show Clock ot startup? 05 ves I I
e pnedens S ] Moustu e Default Descipine & Complete
'3 BobF. Accovating g . : Assessment Note
X User Name Dobbomascountng Ignoce DST [—_________1
13 Brandon P. Davis > Detault Note Headers
e e B andonde W Poase licte Paswmords muat Aave § characiens and af mat
14 Brian PTTest curtty Center che emer e One 31 the tiery must be Coptatied &
Usee Name Drisnpmestt 5] | My Securityinto | The BasI WS 120w Ret nClide D usar name 853 WNaud not te

% " User C3 Optioms | The 3ame a8 D previous Jasaword
« THPR Uae 0

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

string of characters, as displayed below:
=5 = | |
T Telehealth

| | GetTeleh eal%&ken |

Telehealth Token: >| Telehealth |
fHede?ea-7dda-4c0d-bafs-23c8e57d138d

ructions
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After clicking the Telehealth button, click the arrow at the very top center of the ICANotes

screen to dropdown the menu, then click the clipboard icon.
—SleMa"er Prc-Advarted ~"MEV &

6

#
) Telehealth -k & -

Here is your Telehealth Token. ]
Copy/Paste the Token into your L4

Telehealth application. Telehealth
fofof0d4e-a233-45fb-abb3-986f840958920 f’13_‘|

pctions

[T Clinical Decision Support Rules [ Diagnostic Algorithm [J

If you do not see the Token key in the clipboard window, go ahead and highlight it using
your mouse, then right-click and choose the copy option to transfer the key to the
clipboard window. Alternatively, use the keyboard shortcut CTRL+C to copy.

Group Level Seftings & Directories
les | ICD-10 Codes | Custom Buttons | Reminders | Device | Restore Deleted
T Telehealth : + S ——
Calendar Options S - e
Here is your Telehealth Token. Delete Enter Space [None ~
Copy/Paste the Token into your —=
Telehealth application. Telehealth f 3 11| | oft

me&aam&mmmﬁmm q

pctions

Clinical Decision Support Rules [J Diagnostic Algorithm
Patient Education Material [ Use Military Time

Include Medical History | Yes ® No

Include Notes/Risk Factors Yes No
Include Diagnosis Yes Omit All Omit Axes |l to V

Include Medications Yes No

J Rx Discount Card Enabled []

Options for AutoPosts

Batch Deletion Enabled [

=) ) CtrlAltoel
| I Default Note Titles | e
startup? O > 1

From the clipboard window, click into the dropdown and choose the Ctrl-C option. This is
the copy functionality. The key will now be located on your computer’s internal clipboard
for pasting.

From your Chrome browser window or Downloads folder, double-click to launch the
Telehealth by ICANotes installation file.
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B B Downloads - o X

« « o & > TisPC > Downloads v &  SearchDo.. P

# Quick access
@ Creative Cloud Files
22 Dropbox
@ OneDrive
v B This PC
B 3D Objects

» | AppleiPad
B Desktop

%] Documents
> § Downlosds Teleheath by ICANotes Setup

D Music

& Pictures

B Videos

aa Local Disk (C:)

w= Google Drive File Stream (G:)

> @b Network

125 items £z B

8. 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.

Windows protected your PC

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

¥

9. In the expanded view you will see the App name ad Publisher, which will display as
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
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10.You’ll see the progress of the installation on your screen, as seen below:

@ Please wait while Setup is loading. ..
verifying installer: 48%:

11.0Once the installation is complete, click to Finish. If the Run Telehealth by ICANotes

checkbox is checked, the app will open automatically.
«* 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

12.Otherwise, click the new shortcut icon on your desktop to open the Telehealth receiver
file. This icon is automatically included with the installation.

[
| GATVOTES

13.0nce 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.

w Telehealth Application - Username R.. —

Flease enter your ICANotes Username: -

oo [0

14.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

-
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highly suggested to copy and then paste into this field. Use the keyboard shortcut CTRL+V
to paste your telehealth token into the window.

v+ Telehealth Application - Teletoken R...  — X

Please enter your ICANotes Teletoken: N

ces [

hd

15.0nce entered, you’ll see the ICANotes Telehealth splash screen:
> Teleheaith by ICANotes v0.0.14 — a X

Sign Out Speedtest Developer Tools Help

.’ .‘ 'ca .
s :&Sﬁ%ﬁhﬁg

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

Telehealth

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

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 ] O Telehealth by ICANotes 1.0.0

------>

£

P
L -
i »
L «
——
"
I# ﬁ_

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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®0e® & Macintosh HD

2o a = #- ¥ v Q
Favorites . Name Date Modified Size
Sutaies CU 10, VLY OV 01T AV v
3% Dropbox # Stocks at y 1 ME
#; Applications @ System Preferences Fob 13 at 8:17 AM 6.1 MB
[ Desktop - ——
Show Package Cor s AN 0.0 M8, Appecstio
% pocuments @ AM 1.3MB  Applicat
o Downloads » @m Moveto Trash PM - Folder
{3 PM 82.5MB  Applicati
@) Airdrop U Get Info ks 32 : ot
(& Recents ;! reneme 26.9 t
S Compress “Telehealth by ICANotes" B S
) Creative Cloud Files ® Duplicate i s J : s
o ™~ Make Alias ﬂ'j{
. : w, Quick Look “Telehealth by ICANotes™ "
& iCloud Drive ®  Share = \r £
fecationa o Quick Actions > x S Acolcsts
B BOOTCAMP ¥ W Llih  Copy “Telehealth by ICANotes” 8 PM Folder
() OSXRESERVED : Use Groups ‘p‘.:... bped
L ™ Damata Nien ' Qnart Ru n

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

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

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

app.teamsupport.com

:

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.

e e & Macintosh HD
sfBoc & #- 6
Favorites Name ~  Date Modified
32 Dropbox @ QuickTime Player
A Applications L) Reminders b
t [ Remote Des..anager Free N 2 D
(3 Desktop £ Rosetta Stone Sep 6, 2017 at 9:19 AM
% Documents @ Ssfari
© Downioads O si
& Stack
@ airDrop B snagit 2019
& Recents © Speak & Translate
P Stickies
Fil
£2] Creative Cloud Files B stocks
ICloud & System Preferences

& iCloud Drive D Telehealth by ICANCtes
TextEdit
Locations @ Time Machine

L; BOOTCAMP > ? Trend Micro Doc ¥ Folde
m {8) TSMApplication Dec 2, 2 oM » & M! Apolicat
{5 OSXRESERVED i Rl s

LN Dammata Nisn

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.

Soecah 10 Indendual I Group Level Setungs & Duectones
2 are BBoWEd 10 Lee 38 Group MEMDOrs DECAUSE you are 3 Group Adminiatr ator
T I Y
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X User Nama sccountreset! - —— . - - ——————— - -
5 Account Reset2 =1} Hentty [ Optcos ‘ Caseeadac Ootiona
e ame sccountrered
% Nired Peanysworth, Signature At End Of Note Options atLoqon:
User Name sbatman Crystal Parker Chnician Bemvnder Sheet I Show
& Andy Wu Qotions in a Note:
Uner Name: andygs Navigate 8o Sempitied P (]
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__thwr e Dnglens s ] m Default Descipine & Complete
'S BobF. Accounting Pacst Clok Bow. Assessment Note
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1% Brandon P. Davis
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Urer Niama Beisngmesid o nto The DAsIWOrd S00wid Rot DCGE Te Uar name 850 WAawkE 1ot be
o THPs Ui User CS e same a8 prev samawort

In the Telehealth pop-out, click to Get Telehealth Token, which will generate a string of
characters, as displayed below:

7] Telehealth

4 | Get Teleh eal%uken |

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

ructions

After clicking the Telehealth button, click the arrow at the very top center of the ICANotes
screen to dropdown the menu, then click the clipboard icon.
T -ar Prof r " W Tn)

5 -

#
Telehealth 5 :

Here is your Telehealth Token.
Copy/Paste the Token into your
Telehealth application.

fof6f04e-a233-45M0-abb3-986784093920 fa

Telehealth

pctions

! | Clinical Decision Support Rules [ Diagnostic Algorithm g

If you do not see the Token key in the clipboard window, go ahead and highlight it using
your mouse, then right-click and choose the copy option to transfer the key to the
clipboard window.
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] Telehealth k alendar opti o Clear ToIME  Toclip Close
Here is your Telehealth Token. Delete Enter Space |none v
7 Copy/Paste the Token into your 3 f
Telehealth application. Telehealth L
pctions :1 ,
Clinical Decision Support Rules [ Diagnostic Algorithm 3
Patient Education Material [ Use Military Time F4

Include Medical History | Yes @ No

Include Notes/Risk Factors Yes No
Include Diagnosis Yes Omit All Omit Axes Il to V

Include Medications Yes No

Rx Discount Card Enabled [] Fle
F11 —
Options for AutoPosts F12
Batch Deletion Enabled [ ctrlaltoel

— J
startup? [J | L | Letray -

10. From the clipboard window you can highlight the key, right-click and choose copy from the
dropdown menu. Or, click into the dropdown and click the Ctrl-C option. This is the copy
functionality. The key will now be located on your computer’s internal clipboard for
pasting.

11.Right-click the icon on your desktop and choose Open from the dropdown menu.

— —

snk Original

|
Telehg
PYTOe  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

® o 2009
Tags...

Services >

12.0nce 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
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13. 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

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

w* 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)
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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

ICANctes?) §
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Patient’s 10
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Patsert kformation | Episodes of Care | imsurance mormation Other Contacts | Telephone Intaie
"Name (F MLSut)  Alived McGee Date ofEnty 482020  |© Ol Samgle Chea
Ruforto patert o Br. McGee MalgeniOther Namo Unique PasertID 46 Gonersta 108
"Date of B 5181967 Age 52 Multgle Birth | | Birth Order AR Patent 10
“Sex I_J‘Gmu man |~ mare n Room
ASI05S  78'S Straight Ave _ Hometess AR Exva Prvacy
Addr 2/ Appt 8 Couety Ctrus [ Bed Address AP/ oRx Podal
City, State, 2o Homosassa fL|v 3ae I Urter Averrte Ad¥est
Padent Ctabus
® Actis Home Phone Country US
8:‘“‘:" Coll Phone  (352) 257.1281 BesiPhone  Mome  Wak ® Ceat
Wark Phone e Aopt Reminders vix
Emal  brianabies @scanotes.com Emad
Email 2 Teat Massage
SENE Phone Nessage
Martal S5 married |
Sensa Ovlentaton  Straight of |- Vera | @Y LN
. Disabisy as0 Approgriste Release of Info on Fle *
e e .
‘Rate White |~ E Suss Adv. Oir -
Annuat Household X
Race 2 Income Y
“Preforred Language  Engish School of Employer cm Patseet btes when angry -
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Notes

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.

N = L]
[ tegon |
Behavioral Health EHR s.m-:
Chart Room for Crystal Parker working at Hospital {Inpat m
:IIJ_IEM"N e T |:Jl§] [ onuaawer |
Firnt Marme Lant Harme DS h

Clazh oo e A 10 Qe The paent' s Chidl
FOET DU 0T R VDT P O LR

72

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



e From the Chart Face

= From the patient’s Chart Face, click Start Telehealth Session, located in the bottom left

2

o &g%sgan Face for: Park, Geoffrey 0: 1000010678896 DOB: 9.9/1977
O I"'"" Se00oate AN V) 3 Fiter Motes >> | Show - Showing 8 of 0 Motes

Active Prodlemiecdtint (]
f |
‘

-

L

Current Mesie sons

Pt List

Hoalth Concerns and Bisk Fectors
HEALTH CONCERNS AND RISKS _ Presciber
Pro A §'; [Thocapist |
Chem Dependency f : - e
Chywt Romsnder s {6 ASAM O mensiona | E\ mﬂ LA
Complete Assessment 5, {Ootmtem
- (o4 yonr Bucighna) e § | Pray Theragy
FormsAssessments | & - CaseSocial Worker
Formn Busider ]
Ohrvcut Note Wiron s Eraourter l

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.

Patiemnt

Date
Time
Type
Clinician
Location
Status
Event

Notes

Patient
Calendar
Notes

Copay

a4

[ Event Details - Edit T[] 3

|
]
Cancel Delete Save More

Park, Geoffrey ) @ -
(9/977) #1000010678396

|3/26/20 - Thu =]
|‘I'3€I pmm E} |oll:45 prm I_E'Lenmh 0:15

[Follow Up —4
| Documentation | '@'

- Telehealth
[Telehealth Main | Session

e LR k) J[x ] schuses

D

I
x m
of

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 inadting 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?

Imnvite Your Client

Send Email . .
Irvitation patient@email.com
Szl et (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,

e

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
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Example of Text Message invitation:
8:01 7k 6 = 0 = 41100%

& (443) 637-6077 O W Q

Your telehealth session is starting

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

.com/telehealth/getSession?session
=4s| 3LXJWCLhr7Sw9s9WO0olCemU

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.

) Telehealth by ICANotes - 4bf2a50d-bdeb-4fcS-bf0b-addec8060cch - O X

Sign Out Speedtest Developer Tools Help

Webcam settings

Camera
HD WebCam (0bda:57cc

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.
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In the top right of the Telehealth window you will have the following options:
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Sign Out  Speedtest Developer Tools

MESSAGES

| USERs (2)

| ‘# Joy Zepp, QA
| (a]

° Alfred McGee
(]

You)

4bf8as50d-bdcb-4fc5-bfob-ad4ccB060ccE

e Make fullscreen

e Settings

e About

o Keyboard shortcuts
¢ End meeting

e Logout

Inthe b

otto

edtest Develo

1.
2.
3.
4.

m center of the Telehealth session you have the following options:

elp

Mute your microphone
Leave audio

Turn off webcam
Fullscreen
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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 De

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.
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Savo and go back Seve snd go Chwt Detals  §McGao, Alfred

New Patient Anapttacsc Reacon Repadted [ Enter EPrescribe bfo Pabent Reviewsd Dernograghis Pries Patieet Demmsogr aphics
Patsert eformation | Episodes of Care Insur ance information Other Contacts Telephone intake
FMLEUS)  Afred [y Date ofEnty 402020 |O
M. McGee MaldenvOther Namo Inique PasentiD 48 Goneratn 08
Date of B SNR1067 Age. 52 Multple Birdh | | Birth Order AR Patent 1D
“Sex Il_J *Gender man more | Oher Nenes Room
Addiess 78S Straight Ave Hometess MARTE  Exva Privacy
Addr 2/ Appt # Courty Cltrus Dad Address AP/ 0Rx Poctal
. CmyStteZp  Homosassa L 3446 ) Erter Aterriate Ad¥ess
;.;,,,b ™ Home Phone Country US
8‘;:‘:; Coll Phone  (352) 257.1281 BestPhone Homea | Wed ®Ced
Work Phone L] Appt Reminders v
Emal brianabdes &scanotes.com Emait
Eman 2 Tt Message
SENTE Phone Message
Martal G20y married \
Seous Ovlerdaton  Straight or | Veteran @Y .
“Eweicly  Unknown | Dissbily é@ftan l.a:;;c Release of o on Fie
Eowichr 2 I FamiySce I J ofinfo
e e | Employment Statss  Employed Adv. Dir
AnNusl Househodd =
Race 2 Income
“Preforred Language  English School of Employer .;:::.;:f Patieet bites when angry
Relgion | v Grace Note

Natve American

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

OY ON Tribsl Atiteson

Miscallaneous
Nobes



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.

Lo erwen |
— wgon |
Behavioral Health EHR

Shere Charti:
Chart Room for  Crystal Parker working at | Hospital (inpatient) | \.,| 52557 |
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e From the Chart Face
= From the patient’s Chart Face, click Start Telehealth Session, located in the bottom left

102 1000010678896 DOB: 991977
T » Showng § of 0 Notes

 Moalth Concerms and Bisk Fectors
| HEALTH CONCERNS AND RISKS

i

Progress Note
(hefadt your spaci Wty )

o
gli

f
;
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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.
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n Event Details - Edit

Patient | Park, Geoffrey ol (D
(919/77) #1000010678396

Date | 3/26/20 - Thu
Time |'|'33 pm 3 10_1;45 prm :E‘l.em_ﬂh 0:15
Tyne [Folluw Up |

)
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- Telehealth
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Event
Notes
Patient =1
Calendar
Notes =1
% -
Il c
Cancel Dalate Save Mare
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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 hefore inviting your client.
The application will not open on its own.

Are you ready to send an inwitation to your client and start the
telehealth session?

Invite Your Client

Send Email

Irvitation patienti@email.com

Send Text (661)555-1234
Invitation

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.
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Telehealth session will start within 60 seconds,

(o]

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 4 6 = O = .1100% A

& (443) 637-6077 o W Q

8:01 AM

Your telehealth session is starting

now. Please join:https://api.icanotes
.com/telehealth/getSession?session
=4sl 3L XJwCLhr7Sw9s9WO0olCemU

JcBH8V

@ F‘@ Text message

Patients have access to the Telehealth session using a variety of devices and browsers:
e Windows: Chrome, Firefox
e Mac/Apple: Chrome, Firefox, Safari
e Chromebook: Chrome
e Android Phones and Tablets (Android 6.0+): Chrome
e iPhone/iPad (iOS 12.2+): Safari
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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.

“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

Quality

Medium quality

ICANotes QuickStart User Guide (TSPlus) | To Contact Support: 443-569-8778 8 3



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

e e Tolheaith by ICANotes - b2204740-43¢1-4260-9b9d-c51222003b2

| Welcome to Telehealth by ICANotes!

oo:-m—m
(>
e 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:
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. Welcome to Telehealth by ICANotes!
-

Mute your microphone

Turn off webcam

Make client fullscreen

Make Telehealth screen larger

1.
2.
3.
4.

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:

() J Toleheaith by ICANOIeS - D22e474b-A3c1-4260-909d-c5(22200a302

§ JoyZepp,MD,Psy0 (& JohnDoe

USERS @ - Welcome to Telehealth by ICANotes!

@ Joy Zepp, MO, P...{¥ou o John Doe
0 -
o

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:

o
MESSAGES

Secure Chat u
USERS (2] o

In Settings, there are additional options you can utilize:
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ece Teieheaith by ICANotes - b220474b-43ct-4260-9090-c5(2220b8302

Mute all users

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.

End meeting

When the session ends, click the OK button.
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Teleheaith by ICANOLes - b22e4740-43¢1-426e-909d-<51222e0a302

This session has ended

Your Telehealth screen will briefly flash this window:

Talehaanh by ICANoteS

Telehealth by ICANotes

Contact your pravider 10 gat slared

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

2 Telehoaith by ICANOtes
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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.

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.
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