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CONTACTING ICANOTES SUPPORT

Our Support team is available to assist you 24x7 via phone, email, and chat. 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.

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:

Video Tutorials

HELPFUL LINKS

If you want to: Go to or Contact:

Searchable Knowledge Base Knowledge Base Articles

Schedule Training Session Book Training

Watch Recorded Training Video Tutorials

Add e-prescribing to your account eRx Order Form

Setup electronic billing via our clearinghouse Clearinghouse Order Form

Add telehealth to your account Telehealth Activation Form

Add Patient Portal or Text Reminders Portal and/or Text Activation Form

Inquire about your ICANotes bill Billing — 866-847-3590 or billing@icanotes.com
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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.
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Upcomeng Webinars

Bilkng Open Forum
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KAwD) Bebavioral n..rn
Text Massage Reminders
KAy b dacack

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

= Access the Upload Site by clicking the et button

= Go tothe ICANotes Support website by clicking the button

= Visit the Patient Portal by clicking the button

= Access Video Tutorials by clicking the VIDEGTUTORIALS pgrues

= View upcoming Webinars offered by the ICANotes Training team

Upcoming Webinars

Billing Open Forum

ICANotes) Thu, Jul 30 - 9:00 AM PDT
REGISTER

Telehealth Liability Concerns in
Behavioral Health

Not
A Qa Thu, Jul 30 - 10:00 AM POT
REGISTER
Text Message Reminders
UNC(OSD Fri, Jul 31-10:00 AM PD1

REGISTER ~

. L
e Enter your ICANotes username and password. Click e
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Lgaer Fusmss;

Passwrord!

Forgol Passwarnd?

Lag en

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

y C B ehucenotescom) « - v 22 soMmane/Mrmis hemi

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

THENT
e You will now be logged into ICANotes.
Q@ »hws »
» C 8 ehecanotescom) < w1 22 solmare/hmis hml %« @
SgnOM Ede Veew fommt Fepoms Hep 8

=

ICANGtesy) e
Behavioral Health EHR = B
Chart Room for Crystal Docs working at West Coast Clinic A | Waehng A

_ @]@
N _Jl-n-' —mm\-@@

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.
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Print:| Current record

Printer

Mame: |Universa| Printer (redirected 2) Properties...

Universal Printer
Universal Printer [redirected 2}
Type: M5 Publisher Imagesetter

Where: TS001
Comment: [ Print o file

Status:

Print range Copies

® Al Mumber of copies: 1 :
OPages from: | 1 to:| 1 b b
MNumber pages from: III

Collate

Cancel

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).

€« C B eheicanotescom)~-sv122/ 50w

Print 1 shawt of paper

Madey e
« oty e Comt S
413 Cammmena Sat
S A Dettoasion & WOANIA P INY -
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SAMAL SEALER Tt Pt barvs o §pmgrma hsn st Sz wC mgmmn Wy
Pt ryeares @e sasmat ol Ve w e Y e st e aa
roenea

B R e e T P
e PR s Ty e e

RO Bantarial mamingin. e d. G2 § 30 1) | Rater)

11 B Aty 9 g PO GAM
ot o by Crpvian D o 1540000 € 60 39

Crpea O

:

#1) Start Abdlify 10 mg PO QAM
Order given by Crystal Docs on 77242020 6.03:27 PM

Crystal Docs

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

Print

v]

Print: [Cunent record

Printer

Name:

Universal Printer v
Universal Printer
Virtual Printer (re k ected 215)

Virtual Printer IE Edge (redirected 215) ‘
Virtual Printer with Preview (redirected 215)
N O O IR G T ST g e

Status:

Type:
Where:
Comment:
Print range
® al

[ Jwlt ]

Number pages from: E

(O Pages  from:

Properties. ..

[ IPrint to file

e When this message

Action complete - click to view PDF

appears in the middle of the window, click to

view the PDF. This will open another tab in your web browser.

select Print.
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& safari IG00 Edit View History Bookmarks Develop Window Help

New Window N ®

New Private Window 3N
New Tab 8T

Open File... ®0
Open Location... 8L
Close Window TRW
Close All Windows X {-3W
Close Tab BW
Save As... ©#8S
Share » €y
Export as PDF... ,g
Import From >

Export Bookmarks...

[ P P [

|

@ ehricanotes.com ¢ th g

ICANotes 7UMH9B7LI \/497-prin... +

Hokey Pokey Counseling
1600 Saint Margarets Road
Annapolis, MD 21409-5547
443-569-8778
443-992-4239

Dr. Recksick's Header Name

Page 1 of 2

- 8/12/2016
I Albright, Charles
2:48:02 PM

ID: 2004676557 DOB: 8/10/1933

e This window will populate. Click the S&&ES button.

Tof 2 > »

2 pPoF @ Hide Details

Printer:  PDFwriter B
Presets: Default Settings ]
Copies: 1
Pages: © Al
From: 1 to: 1
Paper Size:  US Letter ) 8500y 1.00inches
Orientation: | Ll e Scale: 93%
Layout ]
Pages per Sheet: 1 E
Layout Direction Z S Vl N
Border: None B
Two-Sided: Off
Reverse page orientation
Flip horizontally
Cancel

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 +
—¥ Directories

ES— |

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

the screen.

e C(lick on the

Change My Password

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).
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Password Change

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

e C(lick the Ll button to proceed. You will receive a confirmation message if successful.

From the Upload Site:

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?

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? v
2. In what city did you meet your spouse/significant ¥

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

wer

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.
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e 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?

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

L‘n‘:‘v(Hf!\'T‘M,"",'!“Hl‘

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

e |f 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.

e Check your email and find your temporary password.

ICANotes QuickStart User Guide (TSPlus) | To Contact Support: 443-569-8778
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ity-i e
ICANotes Account Password Reset Request w
To:

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

A password reset request has been generated for your account and the following password reset verification code has been issued:
Hpcs#&zteB70

Please follow the link below and enter your userame, password reset verification code, and new password in the appropriate fields.

https://upload.icanote: token=5CODBF C0-D59F-4654-8962-3F 1109D4F427

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

Thanks,
ICANotes, LLC
wwaw.icanotes.com

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

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

Username

Password reset verification code

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

New password

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

Your password has been reset.

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

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

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

11
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these instructions exactly, as this will enable us to perform your data import more quickly. Files which
do not follow these instructions will require more time for import.

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

https://upload.icanotes.com/files/Patient%20Demographics GroupName.xls

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

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

After your Excel file has been saved according to the following instructions, either fill out the
spreadsheet template appropriately or copy and paste the information from another spreadsheet. In
many cases your previous software will provide a demographics export for this purpose. Please note
that the ICANotes template formatting is required per our import process. Please see the list of
required fields below.

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

e Your ICANotes username
e The name of the file you uploaded
e Contact person name, email address, and phone number in case we have questions about your
data file
e Desired date for import (must be minimum 2 business days after file submission): mm/dd/yyyy
Our team will review your spreadsheet and contact you if we have any questions. You will receive an
email notification as soon as your import is complete.

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

FirstName should not contain salutations or initials

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 12
ICANotes QuickStart User Guide (TSPlus) | To Contact Support: 443-569-8778
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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
InsuranceCompany1l
PolicyNumberl
GroupNumberl
InsuranceCompanyTelephoneNumberl
InsuredFirstNamel
InsuredLastNamel
InsuredMiddleNamel
InsuredDOB1
InsuranceCompany?2
PolicyNumber2
GroupNumber2
InsuranceCompanyTelephoneNumber2
InsuredFirstName2
InsuredLastName?2
InsuredMiddleName2
InsuredDOB2
PharmacyName
PharmacyPhone
PharmacyFax

ICANotes QuickStart User Guide (TSPlus) | To Contact Support: 443-569-8778
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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:
Licn s
7 Sign Out Edt View Format Go Reports Help TR
=
Otes= Logoff
Behavioral Health EHR
Show Charts:
Chart Room for Joy MacLauren working at [ PSYCHIATRIC CLINIC | & |W§n§‘8%€‘ \
Enter Patient Hame or 1D or Phone
[0 m—
o, Lost Hame nos
B [ vemes
-
Mo
Active Charts = | W cipboera
— — Ther. roups | —
L g
Inactive,Pending Charts
Click on the name {0 get the patient's chart.
Hover cursor over name for more details.
100 = & Erowse Il _’Dl

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.
ICAN:.D:D :Jz“

Settings & Directories

. ol W RS vdeE ‘! Gioew Aol 565033 & Dueciones |
[V dpPend r]| Recacastinds | Cutained | Oieg Sates A DS | COIACHNS | Cottiminiins | Semindect | Oiics | Baskoen Outeted
v Name spee ¢ Y
e
= s
Satona Provedes © WEREIEII10 JSeperviverfe) son o wotrs e el Bpen
I et J Vede o/ L et be Burvior <
I Fraek A Soee, LCP THA N KARTAS44T s i —_— =
|t e e Foders Tax i 48550085484 SN .o [Sewsacusoun - _] [kmuge Superaens]
I Jane Woody, LT : ' Sapervaees)
l - e — —
5 day Tepp, MO, Pey0 1 = — |27 2o, MO, Pay©
| ey Tanvmamry C oube {0 ¢
15 Lo D. WcDoscegh 1 B4 bnder Sepervaor
RIS | Wedcms 08 s com [
e
Yomgunpnty botih Suae Type
[rmad Crysiaps don wrmatatom v ectes om Pocs ]
s CP
Sear Type For Gan™ s |
Do Fainy Type patect Owtpationt Adsepst Assupnruwnt Yeos L
e her i 00629 Rssdoring Satin '@ Sote PYocUB0er
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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 [ e | to continue.

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

Click in the dropdown to set the Site Type.

Enter the NPI for this facility.

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

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

(Optional) enter the Facility Other ID.

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

. 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.

©ONOU AWM R
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Settings & Directories

Specific to Indeddual ]

Group Level Settings & Directories

Sattings for Site Statt, Rules 252 MAR Aave Sean moved under the Mave 135
Siexleteteads ServiceMod Codes LabReqProtocols Meds Profocols Provider Qwetory lnsurPayers TherapyGroups Ecematy MCMAuh  Accounts Calendar Inieqraions  More
1) Anne Arundel Medical Center o ‘Facifity lof | |
Hospital / In Pt service - ] Letterhead Biling | Integrations
) Hokey Pokey Counseling [ New [ « | 5
Office / Cutod o Detault Bitling
B Hol Site Setup Entry
Home |
& Toll Site Name* West Coast Clinic Default Billing
E wd “The Site Name cannot be modified
ottce ste Type [Office Outpatentsenvce | i)

e Type is used for CPT § $ing

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

Facility Other ID
Place Of Service Code 11 Office

Facility Name West Coast Clinic
Address Line 1 5419 Commerce Bivd
Address Line 2 Suite A

Bakersfield
City
Phone 4435698778 Qn 4435698778 m

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

LETTERHEAD TAB

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

Click the [Use Facility Address| ) tton and the [Use Facility Phone /Fax| ptton 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.

e Nar
te. You may use i

Wt text may be odited o

Address: West Coast Clinic
5419 Commerce Bivd

s
Bakersfieid, CA 933075419

Telephone and Fax: 4435698778
4435698778

West Coast Clinic
5418 Commerce Bivd
Suite A
Bakershiels, CA 93307-5419
4435698778
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.
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= Address: Hokey Pokey Cor~=~tin~ 1
1600 Saint Margar  Cut
= : Amapole, D214 Copy
A
Staleteents T i hifteL o '
Wiy oo " [ lmenes | Telephone and Fax: t: 443-569-3_ s

Heroes o P e 1:443-992-4 Seyle > 8
F) Hokey Pokey Counseling Use Facility Phone / Fax
Text Color L4l )

Office | Out pt service
Small Caps enu above to select font. style, aize et 10

Chart by Adm_Letterhead_Selected:address.. 1

[ Hokey Pokey Home Visiting
Home Vi

Address: Hokey Pokey Counseling 12
1600 Saint Margarets Road

argar Hokey Pokey Counseling
Adaress ) Ao, MO 21005241 1600 Saint Margarets Road 13

ow
T Annapolis, MD 21409-5547 .
[ Ssupencipt t: 443-569-8778 18
Subscript * and Fax: 1. 443-992-4239 54
e Ss

48
72

Hokey Pokey Counselis
1600 Sant Nigares Road Fields used by electronic billing Required Optional
ATnapotl, MD S1406.5847 Increase Size Ctrl+Shifts>

1t 443-569-8778
t ssarazis

Decrease Size Ctrl+Shift+ <

Custom...
16 Point

ELECTRONIC BILLING TAB

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

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

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

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

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.
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Specific to lndnadual ] Group Level Settings & Directories
Dattings tor Sne St Wulet and MR have Sean moved usder 1he Mors 38

Susdsnstess  ServiceMod Codes Lab Req Profocols Meds Profocols ProviderQuwectory losur Payers Therppy Groups Foomats MOMAuth, Accounts Calendar lsteoraions  More

1) Anne Arundel Medical Center I
Eacaty lnfo Letierhead Electronic Biling ;m
Hospital / In Pt service z l l

2 Pokey Counseling

: Ho’ﬂ: Comm T Click the Use Facilty Address bution 10 copy the sie address, then odit
S JRcsevie the electronic bitfing laformation betow o that it will (i when formatted
P Hokey Pokey Home Visiting 103 hnes of up 10 26 CRArACcters 0ach, with 50 pUNCtUation i the

Home Visit service socond kne.
one oot s (sne oy o) %20
o P — SRR
m,w':"':m PBakerstield, ca 93307-5419

Service Facilty Address formatted for Electronic Biling:
EST CCAST CLINIC

S419 COMMERCE BLVD SUITE A
BAKERSFIELD, CA 93307-5419

Billing Address for Pay To Address for
this Service Facility: this Service Facility:
{ West Coast Clinic -] [West Coast Clinic T~]
REST COAST CLINIC KEST COAST CLINIC
5419 COMMERCE BLVD SUITE A 5419 COMMERCE BLVD SUITE A
BAKERSFIELD, CA 93307-5419 BAKERSFIELD, CA 93307-5419
=l Baling NPt

234567290 ]

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

Video Tutorial

Sites/Letterheads

INTEGRATIONS TAB

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

payment collection via BillFlash. If so, you’ll see a message stating that related functionality is not
enabled.

Facilty info | Letterhead [ Blectronic Billing | Integrations

Related functionality requires that both eStatement generation
& online payment collection via BillFlash be enabled.

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

Sites/Letterheads _Senyice/Mod Cod bReqProtocols _Meds Protocols _ Provider Directory  Insur Payers  Therapy Groups  Formats MCMAuth. Accounts Calendar Integrations  More
Service Code Short List o Revenue Codes Modifier Code Short List

e arrow to add a Procedure Code from the list , 'ype your own code into the last row Type your own code into last row
or... Type In your own code Raverue Cade! = Description
00000 non-billable [+] S Room & Board 25 | Medical E/M Same DOS| X |2
00001 Broken Furniture £ade Rote Description 59 | Same DOS X
00001 Clinic Fee [ I I ] ([er Service | X
00002 Print/Provide Enter Medical | N Rate Description Basis GV | Hospice X
1036F Non tobacco User = 50 $50.00 MH Aftercare UN | x[2] [ HA | sex off. Eval Addend. | X!
36410 Blood Draw |] 50 $120.00 MH LOP Group (low UN | x HF | Adult SA Individual (OP)| X
80101 Urine Drug Screen 50 $150.00 MH IOP Group UN | x| |[Ho]initial DI X
80104 Drug Screen, Multiple [ 506 $50.00 SA Aftercare UN || || QW|Medicare Drug Test | X
80304 Drug Screen [ 506 $120.00 SA LOP Group (low. UN | x| |[SF [Sliding Fee Scale X
90833 Psychotherapy 30 min. with 506 $150.00 SA IOP Group UN | x| || sk sexofr. Evaluation X
90836 Psychotherapy 45 min. with | H 905 $120.00 Dual DX LOP (low UN | x| |[Tc|BCBS 10P Modifier | X
90838 Psychotherapy 60 min. with H 905 $150.00 Dual Dx IOP Group UN | x| | [ U4 |Facility Based 0P X
90885 Review of Records | b024 5$500.00 Inpatient Rehabilttation x| | | us [CPP Modifier X
90887 Meeting/Conference XE | Same DOS/Same X
90889 Report Preparation XP | Same DOS/Different | X
96150 Health & Behavioral | |
96372 Injection
99201 (Office / Out pt, New) | - < =

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 In the left column, click the down arrow "] next to the field to open the full list of available
service codes.
¢ |If you do not see the code that you need, you can simply click within the field and being typing.

A box will open asking for the information for your custom service code. Enter the 5-digit code
and descriptive text, then click the button.

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

5-Digit Service Code (required):

Descnptive Text (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 Pavers Therapy Groups Formats MCMAuth. Accounts Calendar Integrations More

Service Code Short List E Revenue Codes lodifier Code Short List

ilable

Use the arrow to add a Procedure Code from the list [Type your own code into the last row ype your own code into last row

or... Type In your own code Revenue Code Description

00000 non-billable X Room & Board 25 | Medical E/M Same DOS| x|+
00001 Broken Fumiture /X o foate ) 59 | Same DOS X
00001 Clinic Fee J X ll ET Service X
00002 Print/Provide Enter Medical J X Co Rate Description s GV | Hospice X
036F Non tobacco User X $50.00 WH Aftercare X[=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 I0P Modifier X
90838 Psychotherapy 60 min. with X $150.00 Dual Dx IOP Group x| I U | Facility Based IOP X
90885 Review of Records 7 X $500.00 Inpatient Rehabilitation X 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.

| specifctoiviw |
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 Ditectory 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 Revenue Code Description

00000 non-billable X [2] | Room & Board Medical E/M Same DOS| X |~
00001 Broken Furniture 7 X Code Rate Description Same DOS X
00001 Clinic Fee 7 X [ I Service X
00002 Print/Provide Enter Medical | - | 7 X| | Code Rate Description Basis Hospice X
1036F Non fobacco User x| |[e05 $5000 | 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| |[905 $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 Facilty 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) i

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.

©®O NV 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 Therapy Groups Formats MCM Auth, Accounts Patient Portsl Calendsr ions More
icati ist [ tew
Medication Protocol List Protocol mm:‘usslun Orders | Delete Save Protocol
” admission Orders B
p issi Medications
Admission PRNs —— ~
rection edicine Dose Route Oty iming
B
7 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 -
Y Common Cold (OP) e Start Prozac 20 mg PO QAM =
By t Depression X
Medrol Dose Pack
P start Ambien QHS PRH

S5mg PO

) start
Remeron Protocol

Ativan

025mg PO
Agitation

q4hr PRH

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
Specific 10 Indridual | Grosp Level Settings & Directories

Shesletiecheads ServiceMod Codes LabResProtoccls Meds Pratosoly ErviderDescio  aerParers DharaprGrosps Esomats MCM AW, Acsounts Calendar iatearafions  Moey
External Provider List

Rl T» G
ey s | [] |
s & =
i Dennis Doom o Name [D¢ Aice Stings] ] o ]
Case MgrTeam Leader
or Mo L Address |54 Happy Lane ] Bl o |
r PBYCNMM City ponapolis ] =
Automatically Siter by
Or. Faris P. Alchoo sute O ] working M locaton
Family Practiboner zp B1301 ] when acdng PCP in
Dr. Frank N. Stein Telephone [143-512-1616 demcoraphics.
Surgery = [
F Dr. Sharoa Fllerup
Pediatrician Email E.Mnc,g:(cmarv net
3 Or. Will Thcked Specialty PsycradncPrescrider
OTPTRecreation Site Name I
Shaun Murphy, MD Owections
wore [1282501253 ]
Other s [Sswino@provider net ] el B

t-{ 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

Stexleferheads ServieMod Codes Lad Seq Protocols Meds Profecels Provider Oveetery s Paen  Deaey Gecups Eormats MCMAMD  Acopusts Calendar ifegraticos  Mace

' AN S C Optoe:
Insurance Payer Short List D—IQ_IILI it =

You 3@ nove oditin )l
Astns Amy changes will overwn m P.n

AL
Cigna
“O 18004842114
Meaxare
o

UBH Madicare

[ | W | I | W |

ut
United Healthcare
cA

[ use Aiternate Provider 4P1 on Claims
@ [] use Anernate Facisey 4Pt on Claims
[ use Alsernate Yax 10 on Craims

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

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.

Video Tutorial
Insur Payers

THERAPY GROUPS TAB

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

Settings & Directories
Speciic to Individual ]

Grosp Level Settings & Direcionies.

s Sioe S, Aues » A have 2 nBet he Mire 198

Bemings 12 S0 SN Auies 142 LIAR Rprt Deen mivat wns
Siesletechedds ServiceMod Codes LabBeqProtocols Meds Protocoly Provider Directory wePagess  Ihecapy Growps Eeomaty MCMAGMD, Acceunty Calendar intecralions  Mare

Theragy Grovps ]

e | Jx [#] sessions

» Humor Therapy / 0 " 21 §1)  S1&2020 Growp Thavapy Note x 4

2) W182019  Growp Therapy Note x

WG 7 ™ x| |[5 532519 Group Therapy Note X

3 Parentng Suppor Group ;™ x 4)  W102018  Growp Therapy Note x
4 Sevith Famaly / ﬁ X 1 ]
Weekly Group /™ x Members E
1) Doe ANce 20046244621 81088 X §o4

2004576558 71350
2004676573 2129156 X

2)  Jones Gensoe
3)  \Wuomos Alleen

x

Privt All Grovps [« SstectaRoster » ]

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

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

Edit Format

Therapy Group Name

Therapy Group Site/Location
“\West Coast Clinic

Therapy Group Service Code #1

Therapy Group Service Code #2

Therapy Group Service Code #3

Therapy Group Service Code #4

Cancel Save

Click the e

the column on the left.

button to save your changes. The new group name will appear in

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

25
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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

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

| dropdown and make a selection.

. . | weekly G .
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.

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

Save

In the 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 Click 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
Speciic 1o Indridust ] Geoun Level Setuogs & Deeciones

Tamings 1o S Saf Nutes 053 MAR Nave Sear Moved ender the More tat

b Beg Pectos: My Pectocoly  Provider Duectory tnaee Pepers  InsacuOoccs foomats MOMAUR, Accousts Calendar Infecrations  Maore

Finished Notes Font & Printing Styles Group Preferences
Growp Documentation

Foat Arial ] (Gatautt Anal if thany Override Font Setting
Size 12 (default 12 if tiank) Ignace Font seing & retain all font
formating as endérad in @ach nole
Note Style  Bold {overrides detauR formamng)
Hakc
Uppercase Overnde Size Setting
Ignoce Size seting & retain 3 s
Hoader Style X Bods (ovemides detauR formating)  formating a5 entered in each note.
Hakc
X Uppercase
Underine
Hghiight

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 & Dlroé{ori;s
Soeciic 1o indradual I Group Level Settings & Directonies

Sfeistlertesds ServiceMod Codes Lak g Profocels Meds Protoscly Provifer Quectory laper Poyees Ineacsloiecs formats MCM AU, Accounty Celendar Iuiearafions  Mose
Default Awat Reciplent X Detautt Alert Sender < [ SotsyEwm o |[ Pom ][ Ewes |

Show Only: At Theeshold  [CINon-Expired

LYoty
Invued MsPoriLaton 8 Expees Favainng | Auorced  Used  Remameg
Banner. Bruce 5142010 | 6546322 12131

Hudson. S2019 78457845
Marije. Meghan 172019 | 848168418145
Simpson, 162020 | 5458745

Smith, Beth TH2019 | 4564156180414

3
I

IT=r1
oflislf
L
_ovo_ig

Send Alert
XX XK R vy
B[S

X 00 0| 5 e

o s
S|S

e The Show Only checkboxes ShewOnly: [JAtThreshold [INon-Expired 3110\ 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 setweeeste |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

AR neve

Sertings tr Sam Sea¥ Rolea ang AR Seer MIeas wnder me Liire e
ESeviletietheads ServiceMod Codes LahMeq Profocels Meds Profocely frovider Qivectory Inawr Pavers [hecagy Qeoups Coomats MOM A, Accect  Calendar Iofecraficon  Mare

Codes | Statement Sezings Options

Payment/Adjustment Codes
\l AR Postes by Anca Recaia |2 lt New I

R Peuns by Emma Rops o
) M Powied by Jene Moody E

Description
0] Poeed by Lona Diress
" COPAY  Front ek corted Tase
C0Pays R patiern
1] Late Foe

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 lndeddaal m‘uﬂ, . &

ealefechesds fecoceMod Codes  LadMeqPromocoly Meds Proicoly Provider Divectory lose Payers DeuagyGeovea  Cormahy  MOM A Accuon  Calendsr  beqnatomy  Mote

Cooes [ Sttoment Satings Optics
Account Detaut | Batch Defsult
Account Default
¥ Add the text “Please pay Balance Due within 30 [  aciude Patieat Check # In Payment Details  Show Chinicians’
days from Statemeat Date™ X Wchude Credit Card Paymest lsfo NPt [OMedue OTa©
B Eameehie Chrtacloplaly Regirstsesiof Inchuce Moditrs Return Address Location  Billeg Address Location
Inciude Next Appointment Date Hokey Pokey Counseling | | Hokey Pokey Counseing |
Exciude Inserance From Payment Amounts
Inchude Signature Lines Statement X -
Hide Adustment Amounts Shor 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 Paymeat Date’Amount R P
Hide Insurance Payment Detaits K Show Pationt Balance REpORSEIe Pary
Hide P t Detalls < * Patent Guarantor 2 Seconcary Insured
R X Sort Services New To Ol Guarantor 1 Primary Insured
Hide Total Batances :
Use Guarantor 1 Address If Avallable & Replace “Make Check Payable To™ with:

Pabentts 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 to Individual Gren Leael S2ibnga A Lestones

Seslefecheads ServiceMod Cofes LabBeq Profocols Meds Protocoly Provider Divectory daawr Parers Iherapy Growos Esomaty MCMAMD, Acccuen Calendar infecraions  Mare

Setsings that Individual Users can Override @ Group Level Ondy Settings @
g ]
o s 05 ]
(el M4 mmpd L_Beas_ ]
S e

rebesh ntervel 5 )
(Pumber of mrutes between
wiorefesh)
sppcintment on the semve date
show weekerds (] frevent doubie bockng
of 3 medicare padent (except
hde conceled apporiments [ ver canceed rescheduind)
hide rescheduded appontments [ Oely groies ackin mby . ) warn before double booking (]
@ rot enter asTent patent addfedtiiete Block o  mecicare pasent
Rhecm O retesd o staim cor
rote hohight & g
The tallowing Setlings are ooty number of cokmes to D
wrtorcec aher a raw logzn ey

show cokem count 0
show schedued dricans oy O

In Settings that Individual Users can Override, settings selected in this area will default for each
staff/clinician account unless the staff/clinician establishes individual options within their personal

calendar. Individual user options supersede group options.
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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

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

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

Video Tutorial

Calendar Tab
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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
Speailfc 0 Indraduad Geoup Level Setlngs A Daedlonies

MORE TAB

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

Settings & Directories
l Soacific o Indevidual Groun Lexel Seltngs & Ditectories

e, Codes LAk Seq Profocoly  Meda Profocols CreviderOirectorr loase Parers Detasx Groves Coomats  MOM Awth,  Accowoty Calendar lofeqratiosn  Mcos

| Soe St & mas | Miscallanecis Buiss il Claim Tecalates

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 [_assimstaft___ | hutton to save the assighment.

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

ounkwnNneE

N

00
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Settings & Directories

Specific o Indtvdual

Group Level Settings & Directories

Semings 1 Sine St Auier 892 LIAR Rove Been mive? waser the biie et

StealeSecheads ServiceMod Cofes LabReq Protogoly Meds Proiocoly Pravider Diectory taser Payers Decapy Gronps Eoomaty MCMAMR, Adceunty Calendar ieqralions  Lixe

I

f e e e

Fiar by Ste Filter by Cinician

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

< Select 3 Clnican >

[Pt |

ay Poley Couns#ing mma Roycs, 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

Sussun | we | Mscatiaacs Sudes | Ciam Taatue
3 0 Adr Iaedicat
At
Tioteg 1 2 3 4
Ca T o900 a
aPu 2200
Daity 0900
oS | _zz0
S Hour of Seep | - | 2200

) | o900 | 1600
O | o0 | 1600 | 2200
o0 ] o0 | 1300 | 1700 | 2100

eveer8hes |-| 0800 | 1400 | 2200

Note: Any group intending to use the MAR must attend training with a clinical education specialist.
Please visit our website training schedule or email ticket@icanotes.com to request MAR training.
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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
Speciic 1o Individual [

Stesleerterds ServiceMod Codes LabReq Profocoly Meds Promcoly Provider Dwectory losss Payers Thecagy Growps Eommats MOM Ayt Actounts Calendar inearpfiony Lixs

Sus Sus I we | Butes [ Coaim Tacalues

[ 1 (4 BN = =

e Template Name [Tomgiate 1-833
e 4TypeotBa P32

1admaType i |
156 Admit Source :
17 Discharge Sutes B1 |
18 Condition Code [ |
19 Conattion Code [11__|
31 Occurrence Code E

32 Occurrence Code B1 |
33 Occurrence Code E:j

1) Tempiate 1 - 832
2 Template 2133

Ll

CONFIGURING INDIVIDUAL SETTINGS

In this section, we will review each of the tabs that appear under Specific to Individual in Settings +
Directories.
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Click on the Settings + Directories drawer in the Chart Room, as shown below

— Log Odf I
Behavioral Health EHR

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@

e Laat Nafmie el

Chck on the nama to geot the patient™s chart

Shorr Charta:

working at | West Coast Clinic | A

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 &

Specific to Indiddual Group Levol Settings & Diectories
You sre alrwed 10 see all growp member s becavse you sre 8 Growp [
Amy Pea

entzy [

Qotions | Caleadac Ootions
Kame Crystal Docs
National Provider 10 2008887776 Supervisce(s) can et notes owned by Crystsl Docs
AN Natioosl Provider 10
Medical License Number L
DEA Number XAS745447 Sescasre Noier
- Clni » 3
Federal Taxia 46.581815484 ssu e Em [ SeieasGiniaan> ]
Al 91 Federal Tax SSN EIN Swpervisee(s) Crysial Docs can e potes owned by those
AL £2 federal Tax i SSN O EN oS -
|JoyZepp.MO.PSY0 0000
Taxonomy Code (Woved to Payer
B4 Under Supervisor Rules 1ab) -

MU /wPs com O
T Switch User

Tor Gov't clasns.

Accept Assignment  Yes  No

Satus ® Sole
Group Member
O T50us Usee
—] Passe Nate must Aeve O a0 3t mant

0d| one letter 330 one sumber. One of the ketters must be captaized
J The password s20us 70t NClude the User name 850 Shoult A0t be
he 38m¢ 23 Ihe (revious DASIWOrS.
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Non-Group Administrator view:

Settings & Directories

Name Crystal Docs
Navonal Provider 10 9998887776

Uedcal License Number
OfA Nomber XABTAS44T7
Federal Taxid 46.581815484

Soecic 10 loatadual Geown Level Sellings & Diteclonies
Crystal Docs Perzonallnto [ Cascload  Bling Rales & Payer Rules 010 Codes | Custom Buttons Dedce | Restore Deleled
her Name crpslaigoc ’ r———————
Idensty ] Ogtions Calendar Cotions.

Supervisor(s)

Slcusne Numier

SSN * BN

Temporarily Switch User Typ

For Gov't cleims

Taxceomy Code  (Moved t vy
Bl Under Supervisor
Medicad 1D 8
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

Outpatent
User D 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 IFwaumwdomn-ng Required Opticaal

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

Identity ] Qptions | Calendar Options
Name Crystal Docs
National Provider ID 9998887776 Supervisor(s) can edit nots
Medical License Number Loy
DEA Number XAB745447 Suboxone Number
Select | i
Federal Taxld 46.581815484 SSN @ EIN [_<Selecta Clinician> _] |EASsige Supervisor
Federal Tax id SS) EIN Supervisee(s) Crystal D can edit note
5 Joy Zepp, MD, PsyD =
Taxonomy Code (Moved to Payer
Bill Under Supervisor Rules tat 51
icaid 1D #
ol MU /MIPS QM []
CUA® 2
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 [ 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 TaxID
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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Group Name — this is an internal designation by ICANotes
Group Administrator
TSPlus User — if checked, this box indicates your account is setup for TSPlus web access

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

Supervisor(s) — Specify one or more supervisors for each provider. This feature will allow
the supervising clinician to have edit access to the work areas of the supervisee’s notes.
The supervisor setting may also be used to grant access to billers for claim preparation
purposes.

Supervisee(s) — Any other user for whom you are designated a supervisor for will have
their name displayed here. For all users named here, you will have edit access to their
notes.

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

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

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

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

Video Tutorial

Identity Tab

OPTIONS TAB

v v . , | \
Signature At End Of Note Options at Logon:
o Crystal Docs Clinician Reminder Sheet 8  Show t ¥4  Telehealth
Navigate to Simplified PN []
e Electronic Signature Name Level of Care Writes to: O History O Instructions
Finished Note Header Name @mﬂmmﬂﬂm
Clinical Decision Support Rules ® show Diagnostic Algorithm Show
o Patient Education Material [] Use Military Time
Default Site/Letterhead Name Include Medical History  Yes @ No
West Coast Clinic I Include Notes/Risk Factors Yes No
Include Diagnosis @ Yes Omit All Omit Axes ll to V
Use Custom Rx Letterhead? [] Include Medications  Yes _ | No
Rx Discount Card Enabled [J
Batoh Deletion Enabled [J
Timezone Essters : g @ Default Note Titles |
elative to GMT) Centra 5 Show Clock at startup? [] =
5 l Mounta 7 : Default Discipline & Complete
Pacite: o I Q Assessment Note Type I
ignore 0T [J
L @ 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.
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ICANGteD) I crarroom

Settings & Directories

Specific to Individual Group Level Settings & Directories
You are allowed to see all group members because you are a Group Administrator [
5 Amy Peacock =] [ personalinfo | caseload | Billing Rates & Paver Rutes | 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 411411970 2004694898 | =l
User Name: crystaldoc
B Bear, Goldiocks 2/18/1992 2004696083
4 Emma Royds, RN
o ket kol B Bums, Charles M 6/25/1917 2004684335
51 Frank N. Steln, LCP B Doe, Alice 8/19/1984 2004684621
User Name: stein B Doe, Jon 6/18/1986 2004695718
9 Jane Moody, LMFT B)  Hudson, Barbara 2/14/1963 2004692406
By N Mouse, Micky 33111950 2004696275
71 Joy Zepp, MD, PsyD L
e b Smith, Beth 6/18/1976 2004696098
) Uotta Dieso B Smith, Summer 6/52000 2004690951
User Name: inero 10) Test, Chariotte 218/1992 2004696085
1) Test, Katherine 111011949 1000010670492
12 Test, Lisas 17811972 1000010670496
‘Show Inactive Charts Assign Provider < Select a Clinician >
Please Note: Passwords must have 8 characters and at least
e Ny Cany 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
e TPk Uit User CS O s the same as the previous password.

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

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

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

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

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

BILLING RATES AND PAYER RULES TAB

The Billing Rates & Payer Rules tab is setup specific to the individual. If you are a Group Administrator,
you will see all clinicians in your group listed. If you are not a Group Administrator, you will see only
your account listed. Before you start creating, it is recommended you click the button to highlight the
required and optional fields for electronic billing.
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ICANOtED) | Sentnoon |

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 [ 1CD-10 Codes | Custom Buttons | | Device | Restore Deleted
User Name: apea
) Anna Recksick, MD Bllling 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. Steln, LCP
User Name: fstein Set Service code drop-down Ful Short
6) Jane Moody, LMFT Procedure Code Modifier(s) Insurance Payer Bllling
User Name: jmoody 00000 non-billable * s $0.00 | %}~
i :’V :"’p-_"o' PeyD 00001 Broken Furniture 2 ¥ x
ser Name: jzepp T v, v
) Lotta Dinero e o o ] ssso0 |
User Name: 18iese. 80101 Urine Drug Screen Y $50.00 | %
80104 Drug Screen, Multiple 4 V|| $75.00 | %
80304 Drug Screen ¥ V|| s$6500 | %
90833 Psychotherapy 30 min. with EM services| - V| s125.00 | %
90836 Psychotherapy 45 min. with EM services| ¥ ~ || $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 Cea 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 Insurance Group Number & Senice code Mank

Defauit Readering Taxonomy Code
is also applied when user is se13s 3 Dl under SuUpersor

Insurance Growp Number & Service Code
When applying payer rules, ey work togemer
ALL rules which contain only one are invakd and ignored
To send cifferent txconomies using tis comdination, create 3 unique rule for ach combinaton diled
Cniy e Senice code In the frst position of 3 note Is matkhed

Billing Taxonomy Code & Bill Under Supervisor
Biling taxonomy code is NOT overridden by Bl uncer SUpeMsor settings
Applied payes rules with an emply dilling taxonony code will Cause 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 bos!to create rules for default auto modiSiers without taxonomyy 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.

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

49



ICANCEES) | JchartRoom

Settings & Directories
[ Group Level Settings & Dire
You are allowed to see all group members because you are a Group :
) Amy Peacock = WTMIW]W[WTWTMTW
User Name: apea
2) Anna Recksick, MD m
User Name: arecksick | Paste |
B [_print |
) iCrystal Docs Short List of ICD-10 Codes (for jzepp)
User Name: crystaldoc
4) Emma Royds, RN ICD-10 By Code I 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 kemesimons 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 Difrs X isorder, inattentive type, F90.0 (CD-10) = 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) =
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
SeciyCane Change My Password | one letter and one number. One of the letters must be capitalized il bo“:rd
<1 My Security Info The password should not include the user name and should not be
e 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.
o 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) Exil
ICD-10 By Code | IcD-10

E Manic episode in partial remission, F30.3 (IC0-10) g x =]
[ FE03 Personality disorder, uns  Enter text that will replace the description "Manic episode in X
partial F30.3 ICD-10) {
[ re Unspecified mood [affecti X
| Fe081  Narcissistic personality c a3
— New Description |
‘ F43.0 Aoute stress reaction, Fd ————— - o x
| B, * [Manic episade in partial remission, £30.3 ICD-10) BN
EE Anxiety disorder, unspec Rl X
[ a2 Obsessive-compulsive Cancel l > i o x|

e
[ Fes2 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.

{ICANotesa ' JchartRoom

| Settings & Directories

[ Group Level Settings & Directories

You are allowed to see all group members because you are a Group Administratos
1) Amy Peacock B WTMTWIM]M] Device | Restore Deleted

User Name: apea
2)  Anna Recksick, MD

User Name: arecksick
3) Crystal Docs Custom Shared Buttons

User Name: erystaldoc Al
49 Emma Royds, RN

Button Name How Sharsd Context Created By

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

User Name: fstein 2)  Prescriptions Group DischargeSummary_DataForm  Emma Royds, RN
) Jane Moody, LMFT 3 safesstable environ Group _ DischargeSummary_DataForm Emma Royds, RN

User Name: jmoody 4)  No Side Effects Group  Nursing PN Emma Royds, RN
" :J'°Y ﬁ"""_ MD, PsyD 5)  No Previous Therapy Group  pniatry 1 Jane Moody, LMFT

jser Name: jzepp
3

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

e o e 7)  Possible Suicidal Intent Group  Risk Assessment Jane Moody, LMFT

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

P eerce 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 il
Adj Dis See List

Adjustment Disorder

Admission Notes

Admission Orders

ADR

Affect

-

|

]:

B

[TTT7T

Anger

Anxiety: See List

ASAM Dim 1

ASAM Dim 2

ASAM Dim 4

Autism ba

[

[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 If you are a Security Administrator, you will have the additional benefit of reviewing
custom content buttons created by other users which have not been shared with the

group.
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Please click the button below to view a quick tutorial on how to use the Custom Buttons tab.

REMINDERS TAB

The Reminders tab allows you to configure alerts that will be sent to you or your colleagues via the
Messaging Center.

Settings & Directories

[ 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 ] | Personalino | Caselosd | Biing Bates & Payer Rutes | D10 Codes | Custom Baticas | Reminders | Dexice | Reatore Deleted

rer iae apes

21 Anna Recksick, MD

‘ . Notes, Charts and Tx Plans Deleted by
Deieted Notes [ Deleted Chats | Deleted TxPlans | crystaldoc

eer ae srechsich
% Crystal Docs Deteted Hote Loty e Heviore -
Abes oo Parker. Otrver TR4/2020  Quick Note 7 =
Emena Royde, AN This note shoukd contain the new custom note e a
shepine sl Warzpan, Uancer 7202020 Propress heet B
n Frank . LLCP ’.:I.IC‘!I'!H-."\CQ . ] ! 2 TODress Note ¥
e Nave Men a
% Jane Moody, LMET {Patient, Aceal 7102020 Progress Note ¥
Vser Name jmoody Unilhad Yotn a
7 Joy Zepp, MD, PsyD Walker, Petra 6222020 PrmaryCareNote &
Usar Name: j1epp ntmated Nose E-
# Lotta . McDonough Bishop. Peter B1S2020  Progress Nete r
User Name Idners Unfmabed Mot @.
Parker, Olrver 222020 Progress Note r
ot aes Note a
Patient, Aceal 152020  Progress Note -
onlnered Note E-
Mande. Meghan AR42020 Comgiate Evaluation ¥
s lmarat Note E.7
Center
t+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

“h':n“ ( l"l"d:"""r H-@Mmhq o
Lt Chadt |_|l_1@|§'

—_— — n
= = | =
T Update T Urrmad rtueral Mg

— — Fiislal D s S on o Mg

L] =l B comen ||| [ o |
T | —_

J— —

m = e Lol [l e, |

— J— | Therapy Gicugs —

I - —
Charts

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, |@
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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 ][ v ][ Mo

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 Vhite Date of Entry 71282020
Referto pationtas. White Maiden/Other Name Unique Pasient 1D
‘Dale of Buth 211411947 Age. 73 Multple Bih momn
‘Sex | *Genger |~ meee
z"';um — Enhme;
AGX 21 Agpt® County [ Bad Address AP|/oRx }
Cwy. Stte. Zp [ Qe
Patent Status
® Active Home Phone Country US
Oinactive
o Cait Pnone BestPhone Home | Wea | Cell
Work Phone ot Appt Reminders va
Email Emad
Emat 2 Teat Message
SSNW Phooe Message
MIEOgtin _ Yes  No
Marital Statu: .
. ' Vel el HIE Opt Stant HIE OptEnd
Sexual Orientation [~ [ﬁ = [ =]
*Emnnicty |~ ase
Famity Sze of ko
Ethnicty 2 |- L1 [
SN [< | meicymeal v |- ook =
Annual Household |- =]
Race2 ncome o
Palent -
Prefertec Language —= School of Emgloyer
Religion | 1t Grade |- Note S
Native American  OY ON  Trnioal Amwaton o
WisceRaneous !
Notes -

Assigned Providers
are aiowed to siga
otes for this Patiest

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

ICANctes?) : : Patioars Nam
New Patient Wmmu “ Pationt Reviewed Demogeaphics

Patent Information | Episodes of Care | msorancemformaton | Other Contacts [ Tesephone iatake
*Name (F ML Suflx)  Snow Ve Dato of Entry 7282020 |& {3 Sampte Chart
Referlo patentas  White MaidenvOther Name Unique Padéet ID R- i}
“Date ofButh  24MMT Age: 73 Multiple Birth| | Buh Order A Patient 1D
“Sex I'Gondor | moee — Room:
Address [ Hometess ‘wR ) emmm
Addr 21 Appt® County [ Bag Asdress APLIoRx
c.state, 2o |- ot Adecsae Ao
Patient Status
@ Acive Home Phone Country US
g"‘"' Cell Phone BestPhone  Home | Wem | Cen
Work Phone e Appt Reminders va
Emat Emat
Emall 2 Text Message
SSN# Phone Message
Markal Stabys v HEOptin _ Yes ' No
l Votorss DY i HIE Opt Stant HE Opt End
Sexal Orentaton |- =]
Disaviay | : -
“Emnicity |~ 0ase
E of info
Ethnicity 2 Iv amity Sze _I -
e - Employment Status I+ Adv. DK a
Annual Household |~ (m]
Race 2 Income W
“Prefermed Language Schoot of Emgloyer Patont 8
: Calendae
Rebyon |-1 Grade |~ Note G
Natve Amenican OV OI Tribat Aftlaton s
Miscelianecus
Notes -
Assigned Providers * [Eeszstmanr | MS&O u-um-u
are allowed to sign E | l m oy Note
Hotes for tis Patent ”*Ml
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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

8:.‘::; Cell Phone | | pyuo || BestPhor
Work Phone MedMD el
Email w
AP
Emall 2
RN
SSN#
sw
M
Marital Status | © I v
- Det x
Sexual Orientation m ],
*Ethnicity LC ]
Ethnicity 2 -
O Emp
‘Race Ingev ] 2
Ann
Race 2 Geoup

Intake %] Sche

‘Preferred Language |
| Famity |

Religion Couples

Native American (OY ON || wripier  Jlation
cep
SaBund
PeerSup

Assigned Providers  Anna Recksiok, MD | Famadvo | (SHRSISAN] ~
e ved 10 ¢ Jane Moody, LMFT [ ner |x [Princial]

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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Staff Name (eatered by) Date Entered” | B W Resources Avaiiable 1o Pay for Treatment]
About Prospective P 0 Unique Patent 0 INSUIANCE COVETINN (Sick 10 view. arde cetails Sabow) @
First Hame | Snow Maddle Last | White 1
008" | 21141947 Age. 73 Geador | A
Reder 10 patient as | White SSNw EE]
[T Name of Caer Telaphone 3 of Caller |  Insyrance Co: ]
Relanonship to patient Policy # | Group #
How caller heard about faciity andior provider? Work tasur.Co.TeL # Lot
Reterral Type Celt Insured Name
Oher (specity) Insured Employer | | msurea 008
O Telephone Members of Patient |  Benefits I Network  Out of Network
S e hlu\:'m.‘:::: TVes  to Vs o |
NS 2% A ﬂ mctxwl‘:;-mwml: iomigmeny g 9
EMait Does partial come out of RTC or I benefits?
= 10P: (% covered/ days allowed per year)
In weatment Previeusly? = Y N | Wyes, whereiwhe? Mental Health ( Pasity disgnoses?) | i )
Precertification required? ~ Yes  ho Yes  ho
savo0s ot (7S Roves Ageacios mvoved | e o e —
Dechuctivle (Family) |
Out of Pocket Maximum | I
Owt of State Yreatment Covered? | Yes %o Il Yes %o
PM *| wiscessneous =l
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 | GroupTherspy Hiate | 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.
ICANoted) e
New Patient

Patient Information | 1 Other Contacts ]
*Name (FMLSux) | Seow ] Date of Entry | 7282020 [ O
Refer to patient as | White MadenOfer Name Unique Pasent 1D | | Generate 08

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 Revewsd Demographics|  Print Patient Demographics
Paent laformaticn Epésodes of Care | Insurance Information | Other Contacts | Telephoae lntake
Patient  White, Snow Medicald 1D | Coverny Dmls]m | cngeany | 51 Setings |
\nzurance ]~' E;:;-n Llat
BT | M ]
IBSUIANCE COVIDAR ok 10 viww, wrrber Swtalhs 1o ight >) 19 cp [ Copay: _ Required ]
- 20d | COR——
u Ird Patent Relatonaship 1o Insured | Sef | Spouse  Ched  Oter |
L Start Date Suspend Date End Date
Corrent T e ==
=l Beed PAY  y5me grirst M, Last)! i
Address
[ owete | wom .
Lo ] cosme Zip| 1
. Fhone | . (SSN®
X patient is Respensidie Pacty L) Require Auth® in Notes poe |9 Gencee| M F U
- E ¢ y . | )
["] EPSOT/Family Pan | SeitPay 7 2
; Provig Name
[ Account s in Cotections % Discount m Address |
(] ereszz accounT Ry, St zml
NCM Auth Receved | Yes  No | | % Discount 1 use ax # [+ Phone | i
Adasonal Notes - Payer 1D | AR Payer 1D,
= Use Ax Facity || v
Use Al Provider | Tax© insurance Type |
. Inswrance Type Other |
- 10 Qualdter 26| _] Submission Method |
- | -

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

list.
Pateat information I Episodes of Care [ Insurance aformation l Other Contacts l Telephone Intake
B e Sorn sscuco [ l Coverage Details | Benents | | engibwny | st Settings | Additioast into
\nsuranes [_ I'] ‘;hi.zi.l.ux
B | [*M3nDrea® | heus |
ID38CARCE COerags 5 = v, e semi O s P@
1 Cigna o W Pay Medic | Omer
L4 UBH Medicare [ >
¥ Currest Usited Healthcare =
a2 Insnred PAY  pyame giest ML Lss) |
Asdress |
Kz . tte 26| =
i Phone | T —
X Patient is Responsitis Party | Require Aum#® in Notes 008 I8 Gonger, M F U
Emegloyer, ]
|| EPSOT /Famity Plan ! SeitPay
msurance Provder bt e
[ s in Colle . e m Address | 1000 Great.West Dr
b FRESTRAO ) City, State, Zip | Kennett M0 | 63057.3749 |
MCM Auth Recetved | Yes  No | | % Discount [ use At Provider w1 thoﬁ“&(ﬂ-?ju
Adanonal Notes Payeci0| 80705 | At Payec D)
. Use At Faciey [ wex
Use Al Provicer| | Tax © Wisurance Type Geoup Heam Plan
Insurance Type Cther |
5] 10 Cuader24i | susanission Metnos Elecronic f

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
(105 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.
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ICANoteSE) R - ... ,

Better Notes. Less Typing.

The Most Clinically Robust Behavioral Health EHR
Clinically logical workilow reduces documentation
time & streamiines scheduling & billing
Paperiess practice mansgement

Phenomenal customer support

SNEES

HIPAA compliant & ONC-Certified EHR software

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 | cton.

Specilic 1o Indeadual | Group Lovel Settings & Duwectones
e are aBowed 10 see afl group MEMDETS DECAUSE yOu are 3 Group Adminiatrstor
77 Account Reset a oto | Caseiond | BMing Rates & Payer Rules | KCD.10 Codes | CustomButicns | Reminders | Device | Restors Deioted
X User Nama sccountrevet! — = —
2 ACCount Reset2 1 Kentity [ Optcoa ] Calendas Cotiona
e e accountrereld
3 Alfred Peanysworth, Signature At Ind Of Note Ootions atlogon
Uer Name sbatman Crystal Parker Chnician Beawnder Sheet I Show
o Andy W Qotions in a Note:
e hame andyga Navigete 8o Simpitied P [
5 Another Testuser Clectroaic Sigastere Neme Lovel of Care Writes 83 O Wiatory O Imawwstions
Wt Jone titivees Finished Note Header Rame QOotions when Compden Notes;
%) Anthosy Ketesa Testt Chmvcal Decision Suppart Rules 35 Show wwam
rer ha—e ahulesstesid Pasent Education Materisd [ Use Mitary Tame
7 AnLampert Oetaunt Saelettierhead Name Wnchude Medical Matory Y1 @ Np
e ama arte I Inchude ot Fink Factory Yo e
Wcaste Ouagrosi Yo Tt AN Ot Aamt N0 vV
© Anel Guidry Use Custom Rx Letterhesd? [ state Metations TS Ve U .
e ame anete sl
% 0uto Code Rx Dvposunt Cand Enaties [
X_User Nome svtocode Qptons for AutePosts
21 Betty Morganstern ) Danch Dwietion Enatied [
Jsar ae Deftytesid
11 Bang Demo Timezone Lastorr 3 Tles
) (Relative o GMT) Canira Show Clock ot startup? 08 ves I I
e it Nt Mg R R — Default Dscipline & Complete
'3 BobF. Accounting o Pacif 4 Coock Assessment Note
X rer ame Dol omadcouwntng Ignace DST r__._____1
731 Brandon P. Davis = Delut ets Hoadors
Iher Name brasdentestd Poase licte Pasemords muat have § characsers and at wast
14 Brian PTTest Surity Conter Change My Password| ot ie=er 303 oo nubar. One of the insiars must be Captatied Lg]
MGt The UBar Name 359 oW 20t be

e ame beiampmeit 5] |y Securitytnto_ | The pasawars $houd n
= ™ User C3 Opticas | e same a1 D previous SMIwerd

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

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

4 | Get Teleh ealt&l:'ljoken |

Telehealth Token: _Teleheatth |
fdede7ea-7dda-4c0d-pafb-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 Settings & Directories
lgs | ICD-10 Codes | Custom Buttons | Reminders | Device | Restore Deleted
T Telehealth ; + N TV Ty (T
Calendar Options R e - e
Here is your Telehealth Token. Delete Enter Space [None Y
Copy/Paste the Token into your Tab
Telehealith application. [—_lTeleheanh f 41 | oft

me&aammmﬁmﬁm_m 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 Il to V

Include Medications Yes No

J Rx Discount Card Enabled []

Options for AutoPosts

Batch Deletion Enabled [

=) ) CtrlAltoDel
startup? O | [ Default Note Titles | Ctrl-v .

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 - a] X

£ v o & > ThisPC > Downloads v/ & | SearchDo.. P

o Quick access
@ Creative Cloud Files
22 Dropbox
@ OneDrive
v [l This PC
B 30D Objects

, | AppleiPad
Bl Desktop

%] Documents
> J Downlosds Teleheath by ICANotes Setup

D Music

& Pictures

B videos

as Local Disk (C:)

wn 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 [

v

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

S

ey
:%3:5‘.:-

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 m
Telehealth+by+ICANotes-1.0.0.d l B

) T

N

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.
L JON O Telehealth by ICANotes 1.0.0

------>

£

T
ot "
i *u
() #
S
] #
1# j_

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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Favorites
22 Dropbox
¥ Applications
Desktop
% Documents
© oDownloads
@) Airorop
(& Recents
) Creative Cloud Files

iICloud
& iCloud Drive

Locations
&) Boorcamp
(L) OSXRESERVED

L £7) Damata Nien

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

& Macintosh HD

vl % v

Q

Size

>
»

Name
SuLmies

B Stocks
& System Preferences
21 Open
® Show Package Cor

» @@ Move to Trash
e
“,_J Get Info
;4 Rename

> e Compress “Telehealth by ICANotes"
. Duplicate
™ Make Alias
w.  Quick Look “Telehealth by ICANotes”
@ Share

Quick Actions
Q
¥ WLt Copy “Telehealth by ICANotes"
> B
» == Use Groups

. Qart Ru

“Telehealth by ICANotes"” can’t be opened

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.

32 Dropbox

A Applications

7 Desktop

% Documents

© Downioads

@ AirDrop

& Recents

EX] Creative Cloud Files
IClowd

& iCloud Drive
Locations

&) BOOTCAMP

|o OSXRESERVED

LN Damata Nicn

Open

& Macintosh HD

sBoe ®me %~

Favorites Name

@ QuickTime Player
L) Reminders

[J Remote Des..anager Free N

£ Rosetta Stone

@ Safari

© s

& Slack

Bl snagit 2019

© Speak & Translate
Stickies

B Stocks

& System Preferences

D Telehealth by ICANotes
TextEdit

@ Time Machine

N Trend Micro

&3 TSMApplication

2J TvoeltdMe

M &

Date Modified

because Apple cannot check it for malicious
software.

o 0 O 0

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.

Sevetints Sl [ cosiessomnsoocos 0
s are showed 10 see ol 9r0up MEMDETS Decause You 8¢ 5 Group Adminiatrator
' Account Reset a ioto | Caseiond | Biling ates & Paver Ruies | KC0.A0 Codes | Custom Butices | Remisders | Device | Bestore Deiotes
X rer hamae accounmreret! - — - - —— ~
5 Account Reset2 - | | eally [ Qptooa i Caodac Cotions
e fame accountre el
% Alired Peanysworth, Signature At End Of Hote Qotions at Logon:
s hame abatman Crystal Parker Chnician Bemvnder Sheet I Show
“ Andy Hu Qonons in a Hote.
Uner Name andygs Navigete 8o Simpiitied Pu [
% Another Testuser Blectronic Signatere Name Lovel of Care Wiites 83 O Wistory O matrustions
e Finished Note Header Name Ontions when Comesen Notes:
1) Anthoay Kutesa Test! Chmvcal Decinion Support ludes (8 Show  Dlagneatic Algonth $how
Urer Name shutesslosid Pasent Education Materst [ Use Miktary Tame
7 AnLampert Detault Stelettorhead Rame noiude Medical Matary Ye O N
e e ardewM I Anchade Notes Fink Factory Yo “e
Wi nsse Ouagros Y Ot AN Ot st N0 vV
[ Arel Guidry Use Custom Rx Letternesd? [ Rlosmepe? e Te =
rer e anetw sl
% outo Code Rox Dvpasunt Card Ensbies [
e At et i Ontions for AutoPosts
91 Betty Morganstern Banch Deletion Enabied [
Uter e Depteatd
1] Baling Demo Timezone Lasterni 3 Dotaut Note Tiles
e (Relative 1o GMT) Cantra Show Clock a1 startup? B0 veu [ |
_Uhes Mana b rgtems 5 e ~ ittt Detault Descipiine & Complete
'S BobF. Accounting (=] Pacit Clock Now Assessment Note
X User Name Dbl imatcoutng | lonore ost(J [_———-—]
'3 Brandon P. Davis Defoult

Urer tasa Beandonte At

Poase licte Pavumords must Rave § characsens and ot wast
T4 Brian PTTest Conter |”wm| e moar Ote of the iars must be Caplatied i
o The passwors sh

Der iame branglesit i Nt DTG The UBAT Name 3% BNV Mot te
2 User CS Be same a8

SreVous Jaseword

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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10.

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

12.0nce the Telehealth app is launched, you will be prompted to enter your ICANotes

Group L evel Settings & Directories

s | Device | Restore Deleted

| pctions

Telehealth "I"
Calendar Options
Here is your Telehealth Token. Delete
Copy/Paste the Token into your )
Telehealth application. Telehealth

J

—

startup? a !

Clinical Decision Support Rules []
Patient Education Material []

Diagnostic Algorithm
Use Military Time

Include Medical History Yes @ No

Include Notes/Risk Factors Yes No
Include Diagnosis Yes Omit All

Include Medications Yes No

Rx Discount Card Enabled [

Options for AutoPosts
Batch Deletion Enabled [

Omit Axes Il to V

Clear  To IME ' To clip

Enter

Space | none

F1e

Default Note Titles

F11
Ctrlaltpel

ctrl.v

Close

v

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.

Telehd
ICANoY

snk Original
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”

Use Stacks

Clean Up Selection
Show View Options

0 0009
Tags...

Import from iPhone >

Sort By >

Services >

username. The username is case sensitive.

Please enter your ICANotes Username:
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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:

" 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)

71
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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.

Edt Format View

|CANOt9$3 _to Chart Rnom_ to Chart Face Aoom Patient’s 10
New Patient Anaphytacsc Reaction Reparted [ Pabient Revewsd Demographis  Priet Patieet Demographics
Patsert iformation | Episodes of Care | wswancemtormanon | Other Contacts | Telephone Intake
*Name (F ML Euty) Alfred McGee Date ofEnty 402020 |B O} Sampie Chaa
Ruforo putent oz M. McGee MaideniOther Namo Unique PasentID 46 Generate 05
"Date of B 5181967 Age: 52 Multgle Birth | | Buth Order AR Pasent 10
“Sex I_J‘Gmdu man |~ more | OtherNanes Room:
ASI05S  78'S Straight Ave T Hometess WARTE  Bxa Prvacy
Addr 2/ Appt 8 Cousty Ctrus. ed Address AP/ oRx Poctal
City,5tate, 29 Homosassa Ll 3aae I, trker Amrrate Ad#ess
Pasent Etatus
@ Actve Home Phone Country US
8':::':. Coll Phone  (352) 257.1281 BestPhone  Mema  Wes @ Ced
Work Phone L Appt Reminders via
Emal  brianabies @canotes.com Emall
Emai 2 Test Massage
SENS Phone Message
Martal G305 married |
Senssl Oriertaton  Strakght or | Votrea OV LR
Disabiiey as0 Approguiste Release of Info on Fle *
— e ] T
‘Rate  Wihie | £ e Adv. O
Annual Household x
Race 2 Income
“Preferred Language  Engltsh Sehool or Employer cm Patieet btes when angry
Rekgon |« Grace Note
Natve American OY @N  Tribal Amilason
Miscellaneous
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.

_ Lok Sereen |
= [ tegon |
Behavioral Health EHR
Lhray Charta:
Chart Room for Crystal Parker working at Hospital {Inpatie 3 | g |
Shoray Charts:
oy
' (astomen | R TETE T )(Q)(6)  [ouareyReson
A
Firnt Marme Lant Harme DS
15
il o Do Pl 10 e The BaBent' s Chidt
ST U e PlTee BT Ml (LR
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e From the Chart Face

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

- Showng 8 of 0 Notes

DOB: 991977

ce for: Park, Geoffrey 10: 1000010678896
. Fior Motes > ¥

22

Awn Problembecdtmt + 1
[

L
Current Meie stions

Pt List

Hoalth Concerns and Bisk Fectors
HEALTH CONCERNS AND RISXS

i

Chart Reminder s

O your apac Wiy |

[
i

i
il
‘ Progress Note

E
|

!
H
i
!

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.
[ Event Details - Edit T[] 3

Patient | Park, Geoffrey o @~
(95977} #1000010678296

Date |3/26/20 - Thu [s5]

Time |‘I'3€I pmm E} loll:45 prm I_E'Lenmh ,W‘

Type [Follow Up | —
Clinician | Documentation | '@'

- Telehealth
Location [Telehealth Main ] session

status [EHLC (R J[ws][A (% ] schosins

Event
Motes

D

Patient al
Calendar
Notes

Cnpa\,f:@
x e

Cancel Delete More

aly o

Once you've searched for the patient via either of these starting points, you will receive a pop-up

asking you to choose whether to invite the client via Text or Email.
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Telehealth by ICANotes

Start Telehealth Session

Client name: Olivia Dunham
Patient ID#: 2004696673

Please open the Telehealth application before 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 60 = @

& (443) 637-6077 o W Q

01 AM

Your telehealth session is starting

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

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

JeBH8V

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

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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Y i
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:
et
£
Weafh Commnron st et f eter 0
: ey —m prerpp)
; = o e o o
e T o e 7
0 Gt | £ s =
el | > -
{2 st A e Mamagnd ot Aty ome [ (o
[Foe] e

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

ICANotes QuickStart User Guide (TSPlus) | To Contact Support: 443-569-8778 7 6



| USERs (2)

| ‘# Joy Zepp, QA (You)
| (a]

Sign Out  Speedtest Developer Tools

MESSAGES

4bf8as50d-bdcb-4fc5-bfob-ad4ccB060ccE

(]

e Make fullscreen

e Settings

e About

o Keyboard shortcuts
¢ End meeting

e Logout

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

elp

In the botto

SignOut Speedtest Develo,

2

& Alfred McGee

Mute your microphone
Leave audio

Turn off webcam
Fullscreen

1.
2.
3.
4.
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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

Sign Out Speedtest

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

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.

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

Lo erwen |
= sy O I
Behavioral Health EHR
Lherar Chart

Chart Room for  Crystal Parker muw

Shoray Chhartu:

0 s P .
IEI@@ fac—r

Firut Marmse Lant Harme

Clak oo Dot A B0 grel The patient’s chan
OV CUrBOT Oved nasme bor mde detady

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

102 1000010678896 DOB: 991977

) [ Showing § of § Notes

' Moalth Concerns and Bisk Factors
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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 |

)
Clinician | Documentation | gy
- Telehealth
Location [Telehealth Main ] gession
status L IR I[ns][a ][ % ] schedused
Event
Notes
Patient =1
Calendar
Notes =1
% -
Il c
Cancel Dalate Save Mare

al Ny

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

teleheaith@icanctes com

Example of Text Message invitation:
8:014: 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 (o the camerna
Don't Allow

Webcam settings

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

Medium quality

Cancel m
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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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ICANCt DIJMW [~ oo | o TG l Doe, John 2004495718
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In the top right of the Telehealth window you will have the following options:

e e Tolehaaith by ICANotes - b220474b-43¢1-4260-9b9d-c5422200a3b2

Securechat © JoyZepp,M0,Psy0 (@ 3cKaDos
| Welcome to Telehealth by ICANotes!

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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1. Mute your microphone

2. Turn off webcam

3. Make client fullscreen

4. Make Telehealth screen larger

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

(] > Toleheaith by ICANOIeS < D22e474b-A3c1-4260-9090-c5(22200a302

@ JoyZepp,MD,Psy0 (& John Doe
Welcome to Telehealth by ICANotes!

0
@ Joy 2epp, MD, P...{¥ou ° John Doe
o Why am | feeling this way?
° John Doe
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-4260-909d-c5(2220ba302

© JoyZepp, M0, P50 ({ John Dos

e Mute all users

e Mute all users except presenter
e Save usernames

e Lock viewers

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

End meeting

When the session ends, click the OK button.
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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.

= Teleheaith 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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