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CONTACTING ICANOTESSUPPORT

Our Support team is available to assist you via phone Monday through Thursday 8:30am to 7:30pm Eastern
(5:30am to 4:30pm Pacific) and Fridays 9:00am to 6:30pm Eastern (6:00am to 3:30pm Pacific). Support chat is
available Monday through Thursday 9:00am to 7:00pm Eastern (6:00am to 4:00pm Pacific) and Fridays 9:30am
to 6:00pm Eastern (6:30am to 3:00pm Pacific). Whether you need assistance with troubleshooting or training,
our friendly support experts are waiting to answer your call and respond quickly to address you request. We also
have someone on-call after hours to assist customers who are unable to access the program.

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!

Accessour Support Portal: Click heretologintothe ICANotes Support Portal, where you can create newtickets,
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

REFERRALS

We offer our customers areferral rewards program. If you refer a colleague from another practice, you are eligible to
receivea$l00accountcreditasarewardifthatcolleague becomesacustomerofoursforatleast90days. Toqualifyfora
referral reward, submit your colleague's information to sales@icanotes.com.

CHANGES TO YOUR ACCOUNT

Ifyouwantto: Go to or Contact:

Addmore userstoyour Group Knowledge Base Article

Remove users from your Group Knowledge Base Article
Addelectronicsignaturetoyouraccount Knowledge Base Article
Adde-prescribingtoyouraccount ICANotes Website (at the bottom)
Set up electronic billing via a clearinghouse ICANotes Website Partners

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


mailto:ticket@icanotes.com
http://www.icanotes.com/
https://icanotes-ehr.na1.teamsupport.com/createticket
https://icanotes-ehr.na1.teamsupport.com/login/user
mailto:sales@icanotes.com
https://kb.teamsupport.com/knowledgebase.aspx?organizationid=622114&ArticleID=2595068&TicketType=Ticket
https://kb.teamsupport.com/knowledgebase.aspx?organizationid=622114&ArticleID=9565759&TicketType=Ticket
https://kb.teamsupport.com/knowledgebase.aspx?organizationid=622114&ArticleID=15099042&TicketType=Ticket
https://www.icanotes.com/features/charting/psychiatry/e-prescribing/
https://www.icanotes.com/about-us/partners/
https://www.icanotes.com/videocontent/content/index.php?page=main

InquireaboutyourCANotes bill Billing—866-847-3590 or billing@icanotes.com
Setup credit card processing ICANotes Website
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LOGGING INTO ICANOTES

Goto https://ehr.icanotes.com from any browser (Chrome browser works the best). This will bring you to the Log

on screen.
® & D icANotes x O ICANotes
(= C' @ Secure https://ehr.icanotes.com * @ :

] Note:]

Behavioral Health EHR

Log on

User name:
Password:

 Fromthe Log on screen, you can:
Log into ICANotes.

O
o Accessthe Upload Site by clicking the button.

GotothelCANotessupportwebsite byclickingthm button.
Patient Portal button.

o

o Visitthe Patient Portal by clicking the

Enter your ICANotes username and password. Click[__tegon ]

User name: |

A second browser tab will open and you will see this screen as a stable, secure connection is established with the

ICANotes servers.
®  ® D icaNotes % [) HTMLS x ICANotes
&« C' @ Secure https://ehr.icanotes.com/~~srv17/software/html5.html * @

Your online security is important to us.
Please wait while we secure your connection ...
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+ You will now be logged into ICANotes.

5 FileMaKer 6 - ficn-r] [= | o .
' SignOut Edit View Format Reports Help -|&]x
Lock Screen l
Br-hdvxor al Health fHR
Show Charts:
Chart Room for Jane Moody, LMFT working at [__Hokey Pokey Counseling |s‘;,',| eyl I
Assigned|
[ )[" Enter Patient Name, ID. |@@
A-C
— — »
k -
I!’ -R»T s Make a Messaging
- o New Chart QY center
No Unread Intemal Msg.
[ —— = Poal Raringar Senvica o Urvéag Pabent g
[ Patient
o - o
P— — !
Active Charts MHTVITALS a Directories
— — Therapy Groups —
a ="
Inactive/Pending Charts od
" p
" e ot for more Getas
100 = @ Browse

IfyouuseaTopazPadforsignature captureonaPCoraretryingtoexportaverylargeamountofdatafromICANotes,
please review this Knowledge Base article.

Forgotyourpassword? Locked out? Ifthewrongusername/password combinationisenteredthreetimesinarow,
ICANotes will preventfurtherloginattemptsfor 20 minutes. Ifthishappens, orifyou cannotremember your password,
contact your group's security administrator or call ICANotes Support at 443-569-8778 to have your password reset or your
accountunlocked. Please note: Dueto security protocols, all password resets issued by ICANotes Support mustbedone
over thephone.

PRINTING

= Click the Print key within ICANotes of the document/report that you would like to print.

- Make surethatUniversal Printer is selected as the name of the printer.

Print:| Current record

Printer

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

Universal Printer
Universal Printer (redirected 2}
Type: MS Publisher Imagesetter

Where: T5001
Comment: [ print to file

Status:

Print range Copies

® Al Mumber of copies: |1 o

() Pages a - to - J_@ 3] C te
2 JJJZ olla
Mumber pages fro

1
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. CIickE.Thiswindowwillpopulate.

Print
Total: 2 sheets of paper

Hokey Pokey
Counseling
Hokey Pokey Counseling
1600 Saint Margarets Road
Pu— Annapolis, MD 21409-5547
443.569-8778
443-992-4239

Dr. Recksick’s Hoader Name

811212016

Page 1062 Albright, Charles 2480060

1D 2004878557 DOB 8101633
Progress Note

Destination

INTERVAL HISTORY' Me Albeight today denies any psychiatric probiems or symptoms. His behavior has been
sopeopeiate No sice effects are evident Problem Pertinent Review of
SymptomsiAssociated Signs and Symptoms He specificaly Genies psychotic, depressive. of snxiety symptoms

Pages = Al

EXAM Mood is euthymic with no signs of depression or elevation Mis speech reveals no abrormalties of rate, volume,
o articulation and his language dulis are intact e convincingly denies suiadal deas. There are no assautve or
homicidal ideas o mtertions. There are no agns of peychatic process Mis behavior i not bizarre and there are no
Indications that hallucinations. or delusions are present There are no gns of a thought disorder. Assoaations are intact
Wirking I peoeraly (ogical, and thought content appropriate. Cognitive functioning, based on vocabuliy and fund of
Knawiedge, (s commensurate with his age and abilties Orientation. memory. and general cognitve sbiltas present as
notmal andintact No signs of arciety are present There are no signs of Myperactve of attentional dfficultes. Insight
wndjudgment are ntact

e.g.1-5,8,11-13

Copies 1

DIAGNOSES: The folkawing Diagnoses are based on auenty avaisbie nformation and may change as addtonal

information becomes avaslable

Paper si v
Spee.828 A Major depressive disorder, recurrent, moderate, F33.1 (ICD-10) (Active)

Start Lexapro 20 mg PO QAM  # 30 (thirty) (Depresson)
Order given by Arna Recksick, MD on 8/122016 2 44 44 PM

Scale 100

Return & weeks. or eariier if needed

Options Fit to page

0203 (Office [ Ot pt. New)

Print using system dialog... (\_26P)

Areva Recksick. MO

Electroncally Sgned
By Anna Recksick MO

Open PDF in Preview

On §122016 248 14PM

i Change...

e Byclickingthe 'buttoninthetopleftunder Destination you can change what printer the documentwill

print from.
* Onceyouhave madeyourselection(s), click ﬁ in the top left.
SAFARIBROWSER PRINTING

= Click the Print key within ICANotes of the document/report that you would like to print.

= Make sure that Universal Printer is selected as the name of the printer.

Print
Prink: [Cuvvent record v l
Printer
Name: Universal Printer v Properties...
Status: Universal Printer

Type: Virtual Printer IE Edge (redirected 215)

Virtual Printer (r k ected 215) ‘
Virtual Printer with Preview (redirected 215)
pEATEREAES

Where:

Comment: [“IPrint to file
Print range Coples

o al Number of copies: 1 :

7Paoes from:@ to:D

1!1‘ 22! 3}3 Collate
Number pages from: El

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



Action complete - click to view PDF
» Whenthis message appearsinthemiddle ofthe window, clicktoviewthe PDF. This
will open another tab in your web browser.

» With the document showing, go the File menu in the top left of your Mac desktop and select Print.

‘4@' Edit View History Develop Window Help
New Window %8N = -
.08 hr.icanotes. e - =
New Private Window 8N ® & ehr.icanotes.com P

New Tab 8T [ ICANotes | i UMH9B7LD \1497-prin... +
Open File... %0
Open Location... BL

Close Window TBW
Close All Windows X {+38W
Close Tab ®’W
Save As... %S
Share » €y
Export a% PDF... ’g
IR Hokey Pokey Counseling
s 1600 Saint Margarets Road
o Annapolis, MD 21409-5547
- ( 443-569-8778
443-992-4239
Dr. Recksick's Header Name
Page 1 of 2 Albright, Charles 23;5)122(:;
ID: 2004676557 DOB: 8/10/1933

« Thiswindowwillpopulate, clickthe button.

Printer:  PDFwriter
Presets: Default Settings
Copies: 1
Pages: © All
From: 1 to: 1
Paper Size:  US Letter 8.50 by 11.00 inches
orientation: T4 Tar Scale: 93%
Layout

Pages per Sheet: 1

Layout Direction: Z S Vi N

1of 2 > »
Border: None
Two-Sided: Off
Reverse page orientation
Flip horizontally
? . PDF Hide Details Cancel

+ Close the tab once the document has printed.
https://ehr.icanotes.com/~~srv2/print5/47UMHOB7LDAEGH/497-prin...

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

CHANGING YOUR PASSWORD

From within ICANotes:
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Settings +
Eﬁ.‘ Directories

¢ InthemainlCANotesChartRoom, clickonthe drawerinthelower right-hand corner ofthe
screen.
¢ Clickonthe change Hy Password button in the bottom middle of this screen.

= Enteryourcurrentpasswordinthefirstfield. Inthe secondfield, enteryour desired new password andthenenter
it again in the "Confirm Password field"
Password Change

Note: Passwords mustbeaminimum of eight characters, including at least one uppercase letter, at least one lowercase
letter, and at least one number.

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

From the Upload Site:

M| button from

= Youcanaccessthe upload site by going to https://upload.icanotes.com or clicking the
the Log onscreen.

Welcome to ICANotes Documents

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 o the conditions stated in this waming.

Notice: Every Friday night from 12:00am to 1:00am Eastem time access to ICANotes may be limited due to scheduled maintenance.

Usermame: [
3 >
Passworc: [N >

You will receive an email when your password has been reset.

e Thefirsttimeyoulogintothe ICANotes Upload Site, you willbe prompted tofillout the email used with your
ICANotes account and three security questions.
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Set up Security Questions and Answers

ICANotes now offers an online password reset service for users who have forgotten their password. In order to take advantage of this
service. you will need to provide a unique e-mail address that belongs ONLY to you as well as answers to three security questions
below. Once you have saved this information, you will need to log back in to the upload site. If you do not want to provide this
information at this time, you can click cancel and go directly to your upload site.

Please provide your email address and the answers to the following security questions.

Usemname:
Email: [
Secay Qo 1
Answer: [
Secuky Qo2
Answe: [

(A ORI NE R 3 What is the name of your favorite childhood friend? v
Answer:

Save Cancel

There are awide variety of questionsthatyou canchoose foryour security questions. Hitthe downarrowtothe

right of the field to get the full list of security questions.

EIEe i el E 1. VW hat was your childhood nickname?

.. | 1. What was your childhood nickname?
ENIE . In what city did you meet your spouse/significant other?
RIS T B 3. VW hat is the name of your favorite childhood friend?
P— What street did you live on in third grade?
MES 5 What is your oldest sibling's birthday month and year?

Security Question 3- 2 What is the middle name of your oldest child?
. What is your oldest sibling's middle name?
EVEUEE 3 \What school did you attend for sixth grade?
. What was your childhood phone number including area code?
. What is your oldest cousin's first and last name?

What was the name of your first stuffed animal?
. In what city or town did your mother and father meet?
. Where were you when you had your first kiss?
. What is the first name of the boy or girl that you first kissed?

What was the last name of your third grade teacher?
. In what city does your nearest sibling live?
. What is your oldest brother's birthday menth and year?
. What is your maternal grandmother's maiden name?

In what city or town was your first job?
. What is the name of the place your wedding reception was held? ~

Once you have filled out your email address, selected three security questions and answers, click Save.

Please provide your email address and the answers to the following security questions.
Usemame:

-

Serurity Quesion 1
-

Seruity Question 2
e

Serurity Quesion 3
P

Cancel

You will know that you were successful when you receive this message.

Your security question settings have been successfully saved.

NexttimethatyouhaveforgottenyourpasswordtoICANotes, gotothe uploadsite and selectthe Forgot
Password? link.
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Userame: |
sworr: I 5
Passwo o 4

To begin, please erniier your ICANotes username and password.

You will be prompted to input your username or email. Click the blue arrow.

Forgot Username/Password

o Fa)
Email: ; \-_)./

Please provide your username or email address.

After clicking the blue arrow, you will be brought to the verification page. Please note that you can use the
dropdownarrowinthe Security Questionfieldtoanswerany ofthethree security questions. Clickthe bluearrow.

Usemame:
Email:
Security Question:

Answer.

Please provide the answer to your security question.

If successful, you will receive this message:

You will receive an email when your password has been reset.

Check your email and you will find your temporary password.
Reset Password
Sent By: donotreply@icanotes.com On: Apr 04/10/15 4:18 PM
To:

A password reset was generated at your request. Please click the following link to change your pasw.'or

Ifyou are unable to use the link. please copy and paste the following address into your browser https://upload icanotes.com/cpwd php?token=633473F5-0CAE-
43D3-9C2A-OFFFETASB3E2

Then. enter the following temporary authentication password Bebb*)rxsG13. your user name. and new password into the appropnate fields.
If you run into problems with the password reset. please contact support at 443-369-8778.

Sincerely,
Site Administration https://upload.icanotes.com

Follow the Reset Password link to reset your password. If you used the Reset Password link (instead of typing the
addressintothe browser), yourusername andthetemporary password will populateinthefields. Typeinyour
new password and confirm. Click the blue arrow.
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Please reset your Password

User Name:
Temporary Authentication Password: FEe s ok
New Password:

. s
Conti Passwors: I ‘3

Password must be between 8 to 16 characters in length.

= Youwill know you were successful when you receive this message.

Your password has been reset. Please wait couple minutes and enter your ICANotes username and password again.

Forgotyourpassword? Locked out? Ifthewrongusername/password combinationisenteredthreetimesinarow,
ICANotes will preventfurther login attemptsfor 20 minutes. Ifthishappens, or ifyoucannotremember your password,
contact your group's security administrator or call ICANotes Support at 443-569-8778 to have your password reset or your
accountunlocked. Please note: Dueto security protocols, all password resetsissued by ICANotes Support mustbedone
over thephone.

IMPORTING PATIENT DEMOGRAPHICS

Ifyou currently have your patientdemographicsin electronic form, we canimport the datainto ICANotes for you atno
extracharge. Please make every efforttoensurethatyourimportfile followsthese instructionsexactly asthiswillenable
usto performyourdataimportmore quickly. Files which do notfollowthese instructions will require more timetoimport.
First, followthislinkto save thedemographicimporttemplate to your computer:

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

ImportantNote: ICANotescannotbe heldresponsible forthe accuracy ofthedatayouprovide. Please ensurethatall
recordsare 100%accurate before submittingthefiletoICANotesorbe preparedtohaveyourstaffadjusttheinformation
record by record withinthe ICANotes system. Do notinclude any field you do not see listed below —doing so will
dramatically increase the time required to import your data.

Onceyouhavethetemplate installed onyourcomputer, openitandresaveitwith thefollowing convention, where
"username" is your ICANotes username: "PatientDemographics_username.xIs".

Afteryour Excelfile hasbeensavedaccordingtothefollowinginstructions, eitherfilloutthe spreadsheettemplate
appropriately or copy and paste the information from another spreadsheet. Many times, your previous software will

10
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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.

Onceyourfile has been populatedwithaccurate patientinformation, save yourfile (being suretofollowtheinstructions
mentioned aboveregardingthefilename),and submityourfile by uploadingitto 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.

Thefollowingfieldsare REQUIRED inyourspreadsheet. Please ensurethecolumnnamesmatchEXACTLY asyouseethem
below:

FirstName should notcontain salutation orinitials
LastName should not contain title or initials

PatientlD canbeanyformataslongasitisunique
Gender M, F, O or Male, Female, Other or Man, Woman or Boy, Girl, Person
DOB 1/31/2001 or 1/31/01 or 1/31/2001 or 01/31/01 (if this isn't provided, we'll fill in an arbitrary value)

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

MiddleName
SocialSecurityNumber
DateEntered  1/31/20010r1/31/010r01/31/2001 0r 01/31/01
Address

City

State

Zip

HomePhone

WorkPhone

CellPhone

Pager

EmailAddress
SchoolOrEmployer
SchoolGrade
MaritalStatus

Ethnicity

Religion

AdditionalNotes
PrimaryCarePhysicianName
ReferredByName
EmergencyContact
EmergencyContactNotes
InsuranceCompanyl1
PolicyNumberl
GroupNumberl
InsuranceCompanyTelephoneNumberl
InsuredFirstNamel
InsuredLastNamel
InsuredMiddleNamel
InsuredDOB1
InsuranceCompany?2
PolicyNumber2
GroupNumber2
InsuranceCompanyTelephoneNumber2

InsuredFirstName?2 1 1
ICANotes QuickStart User Guide | To Contact Support: 443-569-8778
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InsuredLastName?2
InsuredMiddleName2
InsuredDOB2
PharmacyName
PharmacyPhone
PharmacyFax
GuarantorName
GuarantorPhone
GuarantorAddress
GuarantorCity
GuarantorState
GuarantorZip

Note: Anyfield notlisted above may beincludedinthe "AdditionalNotes"field by naming your desired datatobeimported
as "AdditionalNotes_YourFieldName", e.g., AdditionalNotes_BalanceDue. Whenimported, all the fields you name in that
fashionwillbe mergedandwill be available inthe Miscellaneous Notes sectionofthe Demographics page onthe patient

chart.

Please note that all imports are final.

CONFIGURING GROUP SETTINGS

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

» To getstarted, click on the Settings + Directories drawer in the Chart Room, as s

(2]

ha

A

Y SignOwt Edt View Format Repors Help

oom for Jane Moody, LMFT

'

FileMalEF#8 - ficn-1]

ICANGtes)

......

e Clickonthe'Group Level Settings & Directories'tab.

”
[P e (][5
), Sy -
— — ol
:‘ B P
- s e g
== = i samin || || o Uiz Eabens g
%) Catendar o -
] =
— —
See AN s
= N | e— o B
— — Trerasy Groope | —
narts | =] —
Contact Us.

hown below:
= Lo =

L]e]x

« Clicking the button atthe bottom of the screen will highlightin yellow those fields that are required for
electronic billing. Fields highlighted in pink are optional.

ICANotes QuickStart User Guide | To Contact Support: 443-569-8778
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ICANoteQ —J Chart Room

Settings & Directories
u are allowed 1o se roup members because you are a Group Administrator
0 3 [ Billing Rates & Payer Rules | ICD-10 Codes | Custom Buttof i G
A8 Rackuick, WD) Bersonalinfo ] Caseload l ‘ 1. Group Level Settings & Directories
User Name: arecksick > Sho
20  Emma Royds, RN Identity Options 3 w
User Name eroyds v T
me Moody,
2 Jane Moody, LMFT 8 S 9 s
Uses Neme: jmoody National Provider ID 1831328104 Supervisor(s) can ed es owned by Jane v, 1
6 Lotta Dinero Alt. National Provider | Anna Recksick, MD L=
i x
User Name: Idinero Medical License Number Lot Dhers ol
s zacnl e cod < Select a Clinician > n
Federal TaxId 470756360 SSN EIN
SSN  EN Supervisee(s) Jane Moody, LMFT can edit
2 x Id SSN EmN I . =
Taxonomy Code  (Moved to Payer [ |
Bill Under Supervisor Rules tab) | S
Medicaid ID # 47075636931
CLA# Temporarily Switch User Typ
Email_jmoody@hokeypokey.com
Initials JM
For Gov't claims
User Type Counselor Accept Assignment & Yes No
User Name jmoody UseriD 106345 stans ) Sals
Group Name Documentation ® Group Member
Group Administrator ® Yes  No
Piease Note must have § characters and at least Fix
[_security center | Change My Password | one letter and one number. One of the letters must be captaized cuz,
A The password should not include the user name and shouid not be
the same as the previous password
wmnmm Required Optional

SITES/LETTERHEADS TAB

Thisfirstareastores somebasicinformationaboutyourorganizationwhichwillbe usedinyournotesandbythebilling
portion of ICANotes. Your office sites and letterheads will be listed on the left as you create them. For each
site/letterhead, there are three tabs in the center of the screen pertinent information:

e | e | oo | comeowms |

FACILITY INFO TAB

» Underthe Facility Info tab, you create a new site by clicking on the button.

* Aboxwillappear prompting youto specify anameforthe site. Clickthe L2t | htton. The site nameis
automatically entered into the record on the Facility Info tab.

New Site Name

Enter the name for this location. You can enter a more
complete name in the letterhead.

NOTE: Once entered, the name cannot be modified.

Site Name:

[ Cancel ‘ \ CormnueA

Note that after create a site name, it should not be changed for any reason.

1. Click onthe field nextto Site Type and select the type of location from the drop-down list.

2. Enter the NPI for this facility.

3. (Optional) enter the Alternate #1 NPI for Facility.

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

5. (Optional) Facility Other ID you would like to record.

6. Choose your Place of Service Code by clicking on the field and selecting from the drop-down list.
7. Enter your full Facility Name as you want it to appear on your letterhead.

8. Enter the facilityaddress.

9

. Phone number of facility.
ICANotes QuickStart User Guide | To Contact Support: 443-569-8778



10. Fax number of facility.

Settings & Directories

Settings for Site Stalf, Rules and MAR have been moved under the More tad
Siteslettecheads Service/Mod Codes Lab Req Protocols Meds Protocols Provider Directory Insur Pavers Therapy Groups Formats MCM Auth. Accounts Patient Portal Calendar Integrations More
') Anne Arundel Medical Center B8 =
Hospital / In Pt service Filing
) Hokey Pokey Counseling =
Office / Out pt service [Dassis] Detaels B
NP1 for Facility
Alternate #1 NP1 for Facility
Alternate #2 NP1 for Facili
Facility Other ID
Place Of Service Code 1. Site Type
2. NPI
Facility Name 3. Alternate #1 NPI
Address Line 1 4. Alternate #2 NPI
Address Line 2 o 5. Facility Other ID
6. Place of Service Code
City State Zip (9-digits) 7. Facility Name
=] ° Fax 8. Address
9. Phone
10. Fax

You may add other locations under the Facility Info tab as needed if your group operates multiple locations. You may also
need to set up facilities specifically for billing purposes.

LETTERHEAD TAB

« Click onthe Letterhead tab to the right of Facility Info.

- Click the [Use Facility Address | ), ;110 and the [Use Facility Phone ¢ Fax] 1y ;tron 1o automatically populate the data
enteredinFacility Info. A preview oftheletterhead willappear belowthesefields—youmayeditinside these

boxes as desired.

o your Nar

"
changed at any time

'ou may use
text may be

me. It will

Address: Hokey Pokey Counseling

1600 Saint Margarets Road

Annapolis, MD 21409-5547
Telephone and Fax: 443.569-8778
(G ity e 7] .

Hokey Pokey Counseling
1600 Saint Margarets Road
Annapolis, MD 21409-5547

443-569-8778
443-992-4239

* Youmayformattheletterheadfontinavariety ofways by highlighting the informationin eitherboxand selecting
"Format"fromthetoolbarabove orright-clickingtogetadropdownmenu. Youcanchangethefont, size, style,
alignment, line spacing, and text color of your site's letterhead.

ICANotes QuickStart User Guide | To Contact Support: 443-569-8778
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Address: Hokey Pokey Counseling
1m wr Aavmavats Danad
— (UscracityAdaress) | Anmapoll  Cut
\ FileMalBF A8 - ficn-1] o
Y SignOut Edit View | Format | Reports Help g
ICANGCtes I o Paste
I e »
Settings & Direc s . [ Telephone and Fax: ¢  [Font b
&kgn Tes . 1 Group L evel Settings & Dicectories. 4 sige »
Stevietetesss Servieen TetColr  * M st Pavees Thetagy Grovps Formats MCM A Accounts Patent Portsl Catendsr Intearations More Plain Text
") Anne Arundel Medical Center =] ~ :i Text Color b4 EOMR
s [ oooscoms Italic
F) Hokey Pokey Counseling -:a_ Chart by Adm_Letterhead_Selected::address... e
% g Hokey Fukey counsenny Underline
» 1600 Saint Margarets Road Word Underline
- Mnapﬁ;g&i‘lﬁ: 5547 Double Underline
= 443-992-4239 Condense
Increase Size Ctrle Shifte > Extend
Decrease Sce Ctrle Shifte < Extend
= Strikeout
Custom
16 Point 4435698778 Small Caps
4439924239
(use Facity Phone rFas) IIIIIIIIIIII =
Fields used by electronic billing o o Highlight
UPPERCASE
Hokey Pokey Counseling
1600 Saint Margarets Road lowercase
Annapoks, MD 21400-5547
443-569-8 Title Case
- 443992
Superscript
Subscript

TheElectronic Billingtab maybefoundtotherightofthe Letterheadtab. Youneedtoenterinformationonthistabfor
each site listed onthe left that will be used to submit claims (either electronically or by printing CMS1500 forms).

» Click on thefirst Site Name in the left column that you want to configure.

* Pressthe button andthe address you entered from Facility Info for that site willappearinthe
address field.

« Clickintheboxbelowthefieldlabeled: Billing Addressforthis Service Facility. Selectthesitefromwhichyou
send your electronic claims if the billing address is different than the facility address where services were rendered.

« TheBilling NPI# andthe billing address will populate based on the service facility you choose for your billing
address.

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

button

ICANGCtes )y _Jchartroom |

~ Settings & Directories

Specific to Individual

|

Settings for Site Staff, Rules and MAR have been mo

ved under the More tad

1) Anne Arundel Medical Center = 2 T [
Electronic Billing
Hospital / In Pt service e | tatrhead
70w 9 Click the Use Facility Address button to copy the site address, then edit
L m the electronic billing information below so that it will fit when formatted
to 3 lines of up to 26 characters each, with no punctuation in the
second line
[Hokey Pokey Counseling
Use Facility
1600 Saint Margarets Road
Annapolis, MD 21409
Service Facility Add for El Billing:
[HOKEY POKEY COUNSELING
1600 SAINT MARGARETS ROAD
ANNAPOLIS, MD 21409
Billing Address for Pay To Address for
this Service Facility: this Service Facility:
| Hokey Pokey Counseling |- | [ Hokey Pokey C i [~]

JANNAPOLIS, MD 21409

[HOKEY POKEY COUNSELING
1600 SAINT MARGARETS ROAD

[HOKEY POKEY COUNSELING
1600 SAINT MARGARETS ROAD
JANNAPOLIS, MD 21409

Billing NP1

[1306913782

ICANotes QuickStart User Guide | To Contact Support: 443-569-8778
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Click the button below to watch a brief video demonstration of how to configure all settings under Sites/Letterheads tab.

Video Tutorial

Sites/Letterheads

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.

Settings & Directories
Specific to Individual Group L evel Settings & Directories
I Settings for Site Staff, Rules and MAR have been moved under the More tab

Service Code Short List ® Revenue Codes Modifier Code Short List
Use the arrow to add a Procedure Code from the list “: Type your own code into the last row Type your own code into last row
or... Type in your own code Revenue Code = Dascdption

00000 No ShowiLate Cancel 5 # % |2} 9| Room& Board 25 Use EM+PSYTX | X
00000 non-billable X X Code Rate Desoription AG Primary Physician | X
1036F Non tobacco User O X [00005 1[5200'00 ][Dany Room/Board l GT Telehealth \ X
12345 SUBAXONE SELF PAY $300 | X /X Code Rate Description U8 Clinician Admin Rx ‘ X
55555 Provider Training | O/7x 0126 | $900.00 Inpatient Detox h = \
90785 Interactive Complexity | O X 0914 | Outpatient Psychiatric X

90791 Psych Diagnostic Interview [ O X 0905 | $400.00 I0P Daily, MH X

90792 Psychiatric Diagnostic Interview | O X 0906 | $800.00 I0P Daily, CD X

90834 Psychotherapy 45 min. [ O X [ | [0944 | $500.00 Drug Rehab X

90837 Psychotherapy 60 min | -] 0914 O x 0945 | $500.00 ETOH Rehab X

90846 FAM PSYTXW/O PATIENT |- 0916 O X 0916 | $200.00 Family Therapy X

90847 FAM PSYTX WIPATIENT | -] 0916 O X 0915 | $100.00 Group Therapy X

90853 Group psychotherapy |- ]0915 O X 906 | $80.00 CD Treatment, Hourly X

90862 Medication Management | O x 0906 | $250.00 CD Tx, Per Diem x

90867 TMS, Initial | 07 x |

90868 TMS, Subsequent O <X

96101 psychological testing, Licensed O X

96118 Neuropsychological testing, O X 5 I~] I~1

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

| [*] | ]

* Intheleftcolumn, click onthe down arrow m next to the field to open the full list of available service codes.

« Ifyoudonotfind acode that you need, you can simply click within the field and begin typing —a box will open
askingfortheinformationforyourcustomservice code. Enterthe 5-digitcode andthe descriptivetext,andthen

cIickthe button.

Enter Custom Service Code

Type in a new custom Service Code (or cancel and press the
down arrow to select a standard Service Code).

5-Digit Service Code (required):

Descriptive Text (optional):

ICANotes QuickStart User Guide | To Contact Support: 443-569-8778 16
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Revenue Codes can be created from the middle column. These codes are used mostly ininpatient settings. Simply click the
next open row and add the code, rate, and description.

Code Rate Crescription
| | | | x|

Ifyouwould like to use modifier codes, youmay click onthe field in the right column andtypein your own codesto create
a Modifier Code Short List.

Lrescription

L | E

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

LABREQUISITION 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.
- Clickonthe button to create a new order protocol.

Name the protocol.

Pick a test from the drop-down menu or type in the name of test.

Indicate the frequency from the drop-down menu or type in the frequency.
Indicate the number of times the test should be performed.

Type in thediagnosis.

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

Indicate what type of request.

Choose areason/indication from the drop-down menu or type in the reason/indication.
Save the test newly created.

10 The newly created test will show in this area.

11. Save the protocol.

CoNU~WNE

Settings & Directories
Snecific to Individual |

ite Staff, Rules and MAR have been moved under the More tab

Sites/Letterheads Service/Mod Codes Lab Beq Protocols Meds Protocols Provider Directory Insur Pavers Therspy Groups Formats MCM Auth. Accounts Patient Portal Calendar Integrations More

ssion: (Solutions) | Delete Save Protocol ‘

Order Protocols [T tew | [ p,mm....m,o

fiy -
Admission: (Solutions) [
¢ Test Ordered Frequency: Times X Diagnosis
R
2 Admission: (Dr. Smith) |° |-° |
P ChestxRay Fasting Request Type Lab Olmaging OEEG
) Reason / Indicati
Depskote Lewel [ [[ [ Q Savetest |
FAKELABPROTOCOL
Test Ordered Frequency: Times X Diagnosis e
P res CBC & Differential Routine once []
= Lab Reason /Indication (Admission) x
? Lithium Level
P} Comprehensive Metabolic  Routine Once
Lab Reason /Indication (Admission) X
P TSH Routine Once
Lab Reason / Indication (Admission) X
P T4 Routine Once
Lab Reason /Indication (Admission) x
P Hec Routine Once
Lab Reason /Indication (Admission) X
P uDs Routine Once
o Reason /Indication (Admission) X <
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Click on the button below to watch a brief video tutorial on how to set up a Lab Req Protocols tab.

Video Tutorial

Lab Req Protocols

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 medication list in a nurse or prescriber progress note.

- Clickonthe button to create a new medication protocol.

1. Name the medicationprotocol.
2. Pick the verb from the drop-down menu.
3. Select the medicine from the drop-down menu or type in the medication.
4. Select thedosage.
5. Insert the Route/Qty.
6. Indicate the timing.
7. Insert the number to dispense.
8. Indicate refills.
9. Selectthe amount of days.
10. Input the dose.
11. Pick a comment/reason from the drop-down 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.
14. Click 'Save Protocol' to save the protocol.
_ Settings & Directories
Specific to Individual Group Level Settings & Directories
[ Settings for Site Staff, Rules and MAR have been moved under the More tab
Medication Protocol List [I_tew | protoco ame (QfTssor orders | e ﬁ ]
" admission Orders u
i Admission PRNs i Goes E G ——
i Ativan PRN (CIWA) Doses cgnemmﬁ 6
)
Ativan Taper °
j— WZ1save |
OEa Jopot Direction Medicine Dose Route Gty Timing Delete
i Common Cold (OP) e Start Prozac 20 mg PO QAM =
) # Refills x Days x Doses Comm/Beason Depression X
Mool Dasaback 2 start Ambien 5mg PO QHS PRN
P Multiple Meds (OP) L Refills Ravs Doses Comm/Reason X
) ®)  start Ativan 025mg PO q4hr PRN
Remeron Protocol L4 Refills < Days x Doses Lomm/Beason Agitation X
'Y Ssi: Regular Insulin B start Antabuse 250mg. PO QAM
™ t Refills % Days x Doses Comm/Beason ETOH Deterrent X
Standing Orders: (w / instructions) ) start Zypress 25mg PO 0AM
2 STAT Ativan ks Befills Days x Dose comm/Beason Psychotic Features X
"9 18: aplisol a |
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Please click the button below to view a quick tutorial on setting up a Meds Protocols tab.

PROVIDER DIRECTORY TAB

Usethe Provider Directorytabtocreatealistof providersthatyoucommunicate 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
ina central directory. This listis especially useful for making referrals as you can store contact data as well as directions for
the patient.

- Clickonthe button to create a new external provider.
» Thecursorwillmovetothe namefield. Enterthe provider'sinformationandthenpressthe button.
» Byclickingthe button, you may export this directory if you ever need to print it or send it electronically.

Settings & Directories
Snecific to Individual

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

Sites/Letterheads Service/Mod Codes Lab Req Protocols Meds Protocols ProviderDirecfory Insur Pavers Therapy Groups Formats MCM Auth, Accounts Patient Portal Calendar Integrations More

External Provider List

View by Specialty: |< Select a Specialty » | v | F vew | Save Export |
E) Mary Jones = E :
) Mary Winters _Em_

B4 Miller MD, Joshua Name [Sandy Crowley |

Address 1600 St Margarets Rd
f5)  Ms. Jones, Freda Annapolis, MD 21409

@) Nalini Prasad

T [66-847-3580 ]
7 Ride Aid Fax [143.882-4239 ]

Fe)  Robert Kennedy, LPC Email [ ]

LPC
(Group Thera)
F9)  Smith, Carlos MD I £ £ ]

Directions

F%)  Susan Chang, DDS
Dentist
£ Susan Johnson, MD Eanually marked as

D

Nerology rified.

F2)  Walgreens - Dallas St, Houson, TX wei# [ ] hy1|l§y0¢1e7m1 00:1 8:20 AM

£3)  Walter Haynes, MD other # | ]
Fomor Lor Pluznan Direct [est@icanctes direct knozfy-integration.com ] verified [ =

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

INSURANCE PAYERS TAB

The Insur Payers tab can be used to enter the insurance companies your patients use most frequently and save themto a
short list (which will appear when you enter a patient's demographics).

* Clickonthe button to enter an insurance company name.

Enter the insurance company's name.

Enter the streetaddress.

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

Enter the telephone and fax numbers.

Designate the insurance type by clicking on the field and selecting from the drop-down menu.

akrwbhE
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6. Ifyoudonotseetheoptionyouneedforstep6, clickinthe insurancetype (other) optionand choose one of
the options on the drop-down list.

7. Ifyouintendtosendclaims electronically, youwill have to enterapayer 1D —thiswill be supplied by the
clearinghouse you choose to work with.

8. Ifyouwould like to use the alternate NPI# entered under Specific to Individual tab (located on the Personal
Info/ldentity tabs) when you send claims to this insurance company, check this box.

9. Clickonthisboxifyouwouldlike to use eitherthe Alt#1 or Alt#2tax|D entered underthe Specificto
Individual tab.

10. Click the 'Save' button to store this insurance company entry.

Settings & Directories
Specific to Individual I Group | evel Settings & Directories
Settings for Site Staft, Rules and MAR have been moved under the More tab
Insurance Payer Short List s AN [ = R
You are now editing BCBS of ICANotes. Payer ANSINUCC Options

1) ABCDEF Insurance of AZ = Any changes will overwrite this Payer.

AZ 888-789.7894

B

D Ao Name S of ICANotes |

T 800-555-5789 Address {)B0x 1999-7894 ] Send As Group Member
3) Aetna CT #1 I er ID Not Required

> 555.565-5595 : - ;
s | | cit State zip “hapolis ] (23457804 ]

23 555-555-5545 Telephone 3)-573-7897 ] Fax | |
% AMERIGROUP Insurance Type &85 Health Flan

ut 123-466-7800
8  Amerihealth LA Type (Other) Gab!ue Cross/Blue Shield
= L 500:000.0000 Payer ID Remittanced [ |

Anthem BCBS A oS

oA 1-800-ANTHEM 0 Payer I ]
5  BCBSofAL Hotne [<]

AL 1-800-BLUEMAN
9  BCBS of ICANotes

MD 800-879-7897
10)  BCBS of LA

LA 800-879-7897
11 BCBS of MA =

MA . 800-679-7607 O ling Provider NPI for Rendering Prajid
12)  BCBS of Maine (PO Box 111) ° Use Alternate Provider NPl on Claims OJExgilide Other Rendering Pravider

ME 000-555-5655 [+ | O

D Use Alternate Facility NPl on Claims RA Stoplenantal hfoits Savice Lok
Use Alternate Tax ID on Claims 2| Exclude Referring Provider Loop

« Ifyoulaterwanttodelete this or anotherinsurance company fromyour shortlist, returntothis screen, clickonthe
appropriateinsurance payerfromthe columnontheleft, andclickthe button to remove it.

- Youmayexportthisshortlistfor printing or electronictransmission by clickingonthe button.

» Note: The Payer ANSI/NUCC Options shown on the right should not be edited in any way unless you are instructed
to do so by the ICANotes Support or Training Teams.

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

Video Tutorial
Insur Payers
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THERAPY GROUPS TAB

Use the Therapy Group tab to create patient therapy groups and to create group therapy note remarks which will be

inserted in each participating patient's chart.

Settings & Directories
Specific to Individual Group Level Settings & Directories
] Settings for Site Staft, Rules and MAR have been moved under the More tab
Sites/\etterheads Service/Mod Codes Lab Reg Protocols Meds Protocols Provider Directory lnsurPayess Therspy Groups Formats MCM Auth, Accounts Patient Portal Calendar Integrations More
Therapy Groups. Group Rosters. |
Therapy Groups & ne Prirt All Groups |
o Edit_Delete Group Sessions.
D) Focus Group (Dana Monday AM) 7 X [~ =1
Prirt
2> Focus Therapy 7 X
Prirt
3)  GroupA 2 X
Print o
4) Harriet's Focus Group (Mon AM) /X
Print
5 10P:Group A 7 X -
Print [
) 10P:GroupB /7 X
Prirt
7 10P: Group C 7%
=
[  Janina's 11am Coping Skils 7 X
Group Prirt
@) Janina’s Adolescent Meds 7 X
Group Wed 8pm Print
10)  Janina's Focus Group fMonday /X ]
Momings Print -
™ Janina's Substance Abuse 7 X C]p Fid J[<ClckFindto Select> ][ addewient ]
Mondays 8am Print = Selecta Roster > ][ Add Roster
12)  Jennifer Group at Ridge 7 X
(Monday 10 AM) Print__[~]

* Clickonthe buttoninthe upperleftofthewindow (nextto Therapy Groups)tostartanewtherapy

group.

» The Therapy Group Entry window willopen. Enter a Therapy Group Name and the site/location, and service codes.

Thefaff Glouf Name

Therapy Group Site/Location
Hokey Pokey Counselin,

Therapy Group Service Code #1

Therapy Group Senvice Code #2

<

100 = $ B8 Browse

= TocreateaGroup Roster, clickthe button in the upper left of the window.

Settings & Directories

CIickthe button to create the group.

Therapy Group Entry ==

] - 5
Settings for Site Staff, Rules and MAR have been moved under the More fab
Sites/Letterheads Service/Mod Codes Lab Req Protocols Meds Protacols Pravider Directary Insur Payers Iherapy Groups Formats MCM Auth. Accounts Pafient Portsl Calendar Infegrations More

|’ Therapy Groups l Group Resters

P—

Edit Delet:

Group Roster Members

Remove
» Comforts Anger MGMNT Group 7/ X [~ =
2 Courtney's Roster J X
3)  James Male Process Group 7 X
4 L Group Patients 7 %
5) LIZ's GROUP J X
5)  Monica's Patients 7 X
7) Rae's IOP Roster 7 X
2)  Rae's Roster 7 X

When a patient is removed from a Group Roster
wou will have the option to remove the
patient from every group to which they belong.

p Find || < Click Find to Select> Add Patient

ICANotes QuickStart User Guide | To Contact Support: 443-569-8778
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« EnteraGroup Roster Name. CIickthe button to create the group roster.

Y

Group Roster Entry

Group Roster Name
Froup 1 |

Cancel

==/

100 = § B3

Browse <

= Find your patient by clicking the button. With the Find Patient window, locate the patient and click the

H )
patient’'s name.
) Find Patient ==/
T Last Name, First Name, and/or ID [separated by spaces) .‘/ m o
o 5 Patients Found (25 Total)
N
Press Return to Find IE
Patient N: pos City, State Zip Patient ID# Status
1) Akira Albright 8/21/1985  Springfield, VT 05156 2004684329 ACTIVE
[Go] 2) Charles Albright 8/10/1933  Amarillo, TX 2004676557 ACTIVE
[Ga] 3) Rodney Alcala 8/23/1943  San Antonio, TX 78201 2004676558 ACTIVE
[Ga]  4) Alfred Gaynor 11/17/1967 Springfield, MA 01101 2004676563 ACTIVE
[Ga] S) Aileen Wuornos 2/29/1956  Rochester, NY 14604 2004676573 ACTIVE
100 = & B3 Browse < >

« With the patient’'s name in the field, click t button.

| 0._ Find || Adams, Annie

|| Add Patient

« The patient will be added to the roster. Continue the process until all patients are added.

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

Video Tutorial

Therapy Groups
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FONTS & STYLES TAB

Use the Fonts & Styles tab to change the look of finished notes for all users in your practice.

_ Settings & Directories

Specific to Individual

[

Sites/Letterheads Service/Mod Codes Lab Req Protocols Meds Protocols Provider Directory Insur Pavers Therapy Groups Formats MCM Auth. Accounts Patient Portal Calendar Integrations More

Finished Notes Font Group ICANotesDemo
inti ' owrs i
GMMW P'p'm:_.feremes Font [rial | (defaut Arialif blank)
Size (default 12 if blank)
Note Style Bold (overrides default formatting)
Italic
Uppercase
Header Style < Bold (overrides default formatting)
(ex: "Medical History™)  Rtalic
> Uppercase
2 Underline
Highlight

» Click onthe Font field to open the dropdown list of available fonts (default is Arial).

» Click on the Size field to enter a new size (default/blank is 12 pt).

« Click onthe appropriate checkbox(es) under Note Style to change the style of the body text in your notes.
« Click onthe checkbox(es) under Header Style to change the style of headers in your notes.

Note: Any changes made here will only affect notes created after the change is made. No previously compiled notes will

be altered.

Please click the button below to view a quick tutorial on how to use the Fonts & Styles tab.

ICANotes QuickStart User Guide | To Contact Support: 443-569-8778
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MCMAUTHORIZATION TAB

The MCMAuth.taboffersaquicklookatallthemanaged care authorizationsthatyourgrouphasenteredintothe

program.

»  The ShowOnly checkboxesl 14t Threshald andl] Mon-Ezxpired allow you to show only those patients thatare at or
pastthethreshold orthosethatare non-expiredand active respectively. Alternatively, anylistinginred needs
attention because one of the two alert thresholds set on the patient's chart for managed care authorizations has

been reached, either for number of sessions/units or expiration date.

Settings & Directories
Specific to Individual Group Level Settings & Directories
Seftings 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 Theapy Groups Formats MCM Auth. Accounts Patient Portsl Calendar Integrations More
Default Alert Recipient | | [Sentyepoate |[ Pant [ Bwer ]
Show Only. [JAt Threshold [JNon-Expired . % T i
Issued Authorization # Expires 2 §§ Used R ini i Used ining

Acker, Liz 6/6/2014 12345610 1212015 | O 0O 10 0 10 edit [=]
Acker, Liz 1/8/2013 36356 E5E 10 0 10 edit
Acker, Liz 35212012 123456 0O O 10 1 9 edit
Adams, Annie 9/19/2016 | 10P X [ 10 1 g edit [T
Adams, Annie TN22016 777777777 X X 10 0 10 edit
Adams, Annie 3/16/2016 [123456 X X 10 6 4 edit
Alban, Jane 7712016 (1234 X X 10 0 10 edit
Agan—dit 6/17/2014 [54321 [mim] 10 1 9 edit
Afrente: 1/1/2014 HAPPY NEW YEAR 120312014 | O O 10 3 7 edit
Ambers, John 4112017 | JJ58413211 713112017 X [ 20 1 19 edit
Appietreetor 31J2015 IAMIRISH 12312015 (O O 20 3 17 edit
Bell, Blue 123456 X X edit
Brady—an 61742014 | 9995599 ogd 10 1 9 edit
Brown—Ant 4/1/2014 123456789 00 10 1 9 edit
Bty Easter 4i23/2015 [ JJ68465216 o0 15 1 14 edit
Cally, John 812016 | TUESDAY X [ 10 0 10 edit
Cally, John 8/1/2016 GONE WITH THE X [ 15 2 13 edit
Sarotie—ient 11142014 MAGIC123456789 12312014 | O 0O 10 2 8 edit
Cassares, 12/1/2016 [ 4884484 w2017 | B 12 1 1 edit
Cheeks, Rosey|  4/25/2016 | 589752685 122016 | B B 12 1 1 edit [+]

e The button will allow you to edit the MCM authorization for the patient specified.

o The [=ettvEw.bste | pytton will list the patients by expiration date.

 The button will print thelist.

* Youmayexportthislistforprinting orelectronictransmission by clickingonthe button.

If you need to update the thresholds for a patient, you may do so in that patient's Chart Face. Just look for the

|Add or Update Managed Care Authnriza‘tinnsl button in the lower left-hand corner.

Please click the button below to view a quick tutorial on how to use the MCM Auth. tab.
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ACCOUNTS TAB

Ifyou are using Patient Accounts to keep track of charges and payments, you can set up codes under the Accounts tab to
link to a patient or a charge in order to report on any of the codes that you create.

Settings & Directories
Settings for Site Staff, Rules and MAR have been moved under the More tab
Sites/Letterheads Service/Mod Codes Lab Reg Protocols Meds Protocols Provider Directory Insur Pavers Therapy Groups Formats MCM Auth, Accourts Patient Portal Calendar Integrations More
Codes ] St Seftings Options
Payment/Adjustment Codes Billing Codes
P COPAY  Frontdesk posted these [= [  New 1 COMMER Commerical Insurance  |~] |58 New I
copays from patients Payments
2) 1ST Primary Insurance 2) GOVT Government Insurance
Code Payments Code
3) 2ND Secondary | [ - 3) COPAYS Copayments from the
Description Description
client or responsible o T Chugeis for
9 DEDUCT Applied to Deductible 4 REFUND Refunded to appropriate a patient who is not marked as self-pay,
party. which party should owe the balance?
5) MR Medical Records
O Patient
6) MISC Miscellaneous @ incuranoe
7 I-Refund Refund to | D Save l :
O ovelste | [ oemte | y switch the ity to
= Patient if the Patient has no Secondary
) P-Refund Refund to Patient I Sotad Brl thae 18 s tak
remaining after Primary Insurance
9 Courtesy Courtesy Waiver paymentiadjustment.
X PA Auto Responsibility Switch
Allows group abilty to override Autopost
Contractual Adjustments. Not needed if
group is Manual Insurance Post only.
] d X PA AP Adjustment Override

« Ontheleftofthe Codestab, the Payment/Adjustment Codes section can be usedto set up a payment code. When
you gotopostapaymentin Patient Accounts, you can linkthese codestoa paymentin orderto reportonthem at
a latertime. The codes must be linked to a payment in order to report on them.

1. Click the button to create a new code.

Code

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

Description

3. Enter the Description for the code

4. Select the buttonto save the code or to delete the entry highlighted.

Payment/Adjustment Codes

1) COPAY Front desk posted these
copays from patients

2 18T Primary Insurance

3 2ND Secondary Insurance

4 DEDUCT Applied to Deductible

5 MR Medical Records

©) MISC Miscellaneous

7 I-Refund Refund to

Delete

8) P-Refund Refund to Patient

9 Courtesy Courtesy Waiver

10)  TPF Test Patient Fee

« Billings Codes listcan be setupin asimilar fashion. You canreportonthese codes aswell. They are linked to
charges recorded in ICANotes so that you can run reports on these codes.

1. Clickthe button to create a new code. 2 5
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2. Enter the Code you would like to use.
3. Enter the Description for the code.

4. Select the buttonto save the code or to delete the entry highlighted.

Billing Codes

0 COMMER Commerical Insurance
Payments

2) GOVT Government Insurance
Payments

3) COPAYS Copayments from the
client or responsible

4) REFUND Refunded to appropriate
party.

5) TPF Test Patient Fee

est Patient Fee

4

[ opelete

Thetoggle switchforPatient/Insuranceisonthefarrightalongwithtwo checkboxeswhichare usedinthe patient

account. PA Auto Responsibility Switch is to enable the system to automatically switch the balance responsibility

frominsurancetopatient. AAP AdjustmentOverride allows youtomodify auto posted contractualadjustments.

When a new Service Charge is added for
a patient who is not marked as self-pay,
which party should owe the balance?

O Patient
® Insurance

Automatically switch the responsibility to
Patient if the Patient has no Secondary
Insurance listed and there is a balance
remaining after Primary Insurance
payment/adjustment.

B3 PA Auto Responsibility Switch

Allows group ability to override Autopost
Contractual Adjustments. Not needed if
group is Manual Insurance Post only.

B3 PA AP Adjustment Override

On the Statement Settings Options tab, you are able to set up account default statement settings options which are

applied to all patients (unless unique statement settings are set for a patient).

Settings & Directories
Specific to Individual I Group Level Settings & Directories
Settings for Site Staff, Rules and MAR have been moved under the More tab

Sites/Letterheads Service/Mod Codes Lab Req Protocols Meds Protocols Provider Directory Insur Pavers Therspy Groups Formats MCM Auth, Accounts Patient Portsl Calendar Integrations More

Codes T Statement Settings Options

[ Account Default | Batch Default

Account default statement settings options are applied to all patients who do not have their -
Account Default ' unique statement settings. L] save

[] Add the text "Please pay Balance Due B Include Credit Card Payment Info Show Clinicians'
within 30 days from Statement Date™ B Include Next Appointment Date [OnPI [COMed Lic [JTaxID
[[] Generate Chronologically Regardless [] Include Signature Lines
Of Clinician
[C] Hide Charge Amounts [[] Show Account Aging Recipient Address
[[] Hide Dates of Birth [[] Show Balance Forward @ Patient
[ Hide Description [] show Diagnoses gﬂgggg:;
[] Hide Insurance Payments [[] Show Insurance Balance Primary Insured
[] Hide Payment Details 4 Show Last Payment Date/Amount Secondary Insured
[] Hide Total Balances [[] Show Patient Balance Shner

Statement Note:
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Please click the button below to view a quick tutorial on how to use the Accounts tab.

MORE TAB

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

SITE STAFF TAB

The Site Stafftabis usefulfor organizationswithmultiple locations. Usethistabtoassignclinicianstoasite. When
assignedtoasite, clinicianswillonly be abletoretrieve chartsfor patientsbeingseenatthatsite whentheysearchfor
patients in the Chart Room.

Note: This feature must be enabled by the ICANotes Support Team. A Security Administrator or Group Owner should call
443-569-8778 or submitaticket via ticket@icanotes.com to request that this feature be enabled for your group.

1. Filter by Site checkbox organizes the list by site.
2. Filter by Clinician checkbox organizes the list by clinician.
3. Site selection dropdown list will narrow down the list per site.
4. Clinician selection dropdown list will narrow down the list per clinician.
5. Click onthe Pick a Site menu and choose the site you want to assign to a clinician.
6. Click onthe Pick a Clinician field and select the clinician you are assigning from the dropdown list.
7. Clickthe [_assimstat | hytton to save the assignment.
8. List of sites and clinicians’ assignment.
Settings & Directories
Settings for Site Staff, Rules and MAR have been moved under the More tab
Sites/Letterheads Service/Mod Codes Lab Reg Prot s Meds Prot s Provider Directory Insur Pavers Therspy Groups Formats MCM Auth. ts Patient Portal Calendar Integrations More

Contact ICANotes Support at {443) 569-8778 if you want this feature turned on

°Filterby Site Filter by Clinician
° Nursing Home ] = Selecta Clinician= | [ Print ]

[PSYCHIATRIC CLINIC Rae Moris, (WD) X Assign Clinicians to Sites where they see patients,
é then when in Chart Room the Clinician will only Find patients seen at those sites.
icK a Site ick a Clinician
< Select a Site = | < Selecta Clinician > |
7 =
Assign Staff
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Please click the button below to view a quick tutorial on how to use the Site Staff tab.

MAR TAB

The Medication Administration Record (MAR) isfrequently used by inpatientfacilities. Ifyourfacility intendstousethe
electronicMARInICANotes, youcanconfigure specifictimesofdaytobeassociatedwiththemedicationtiming options
used for dispensing of medication. Once configured, the administration times will be automatically pushed onto the MAR.

Settings & Directories

Settings for Site Staff, Rules and MAR have been moved under the More tab
Sites/letterhesds ServiceiMod Codes Lsb Req Protocols Meds Protocols Provider Directory Insur Pavers Therspy Groups Formats MCM fith fs Patient Portsl Calendsr Integrations hore
Assign Times to Administer Medications
Administer At:
Medication Timing 1 2 3 2 5
GIAM ~( 0900 =
QPM | 2200
Daily ~( 0900
Every Other Day |~ 0900
QHS < 2200
atHour of Sleep [~ | 2200
BID ~ (| 0900 1600
TID ~{ 0900 1600 2200
QD ~( 0900 1300 1700 2100
every 8 hrs v agon 1400 2200

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

The Rules tab has several features that you may want to enable for your group.

_ Settings & Directories

Specific to Individual I Group Level Settings & Directories
Seftings for Site Staft, Rules and MAR have been mowed under the Maore tab
Sites/lefierheads Service/Mod Codes Lab Req Protocols Meds Protocols Frovider Directory Insur Payers Therapy Groups Formats MCM uth. Accounts Pafient Porisl Calendar Infegrations Mere
B Checkif Note is Claim-Ready (@ Clinical Reminder Rules Latency  Units Role o
initial Psychiatric Exam 72 Hours PsyMD | 3¢ |=]
[ Fasting Labs by Default @ Initial Mursing Exam 24 Hours RN x
initial Social Worker Exam 72 Hours Ther | %
Initial TP 72 Hours Ther | x
Followeup TP 90 Days Ther | x
Duration Values for Billing Service Combos X

0.5 hour =]
1.25 hours

3 hours

[38-592 min

15 min med check
B0 min

30 min

45 min

80 min

1 hour

3 hours

2 HOURS

1

« Ontheleft,youwillsee Check if Note is Claim-Ready checkbox option. If you checkthe box, eachtime anote is
compiled ICANotes will automatically check to ensure that all fields required to submit an electronic claim have
been populated.

» TheFasting Labs by Default can be checked to include fasting labs by default.
« Duration Values for Billing Service Combos fieldis atype in field where values can be input for billing.

« Ontheright, there are anumber of rules that can be configured to control the timing of due dates for various
patientdocumentsfromthetime ofadmission. Oncethesetime intervals have been established, overdue
documents will appear on each clinician's Clinician Reminder Sheet for easy visibility into items which need their
attention.

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

Clinical Eeminder Rules Latency  Units Role  nelete
|InitiaITF' I 24 Hours | Frincipal | =
nitial Psychiatric Exam 24 ¥ ||

nitial Psychiatric Exam 1 PsyMD | 3¢
FoTowun 70 0 x

nitial Psychiatric Exam ¥
=

|
!

29

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


mailto:ticket@icanotes.com

CONFIGURING INDIVIDUAL SETTINGS

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

« Click onthe 'Settings + Directories' drawer in the Chart Room, as shown below:

3 FileMaker 0 - ficn-1]

) SignOut Edit View Format Reports Help

eS=

Behavioral Health EHR
Chart Room for Jane Moody, LMFT

= o
T '
Cmor |

Show Charts:

working at |__Hokey Pokey Counselii &

100 = & Browse

» The SpecifictoIndividualtabwillbe the defaultwindowdisplayed. Ifyou are agroup administrator, you havethe
ability to configure settings for all users in your group and the left side of the window will show all users. Non-

administrators will only be able to view and modify their own account settings.

[CANtet) o

Settings & Directories

) Anna Recksick, MD =
User Name: arecksick
2 Emma Royds, RN
User Name: eroyds
Jane Moody, LMFT
User Name: jmoody
*) Lotta Dinero
User Name Idinero

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

[ Group Level Settings & Directories

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

Identity Options T Calendar Options
Name Jane Moody, LMFT
National Provider ID 1831328104 Supervisor(s) can edit notes owned by Jane Moody, LMFT
Alt. National Provider ID —“'“—“'W——:—:
Medical License Number Lotia Dinero |
o (_<Selecis Cinan> ] [ Assign Supervisor |
Federal TaxId 470756360 SSN EIN
AlL. #1 Federal Tax Id SSN EIN Supervisee(s) Jane Moody, LMFT can edit notes owned by
« these clinicians
Alt. #2 Federal Tax id SSN EIN ‘Anna Recksick, MD =]
Taxonomy Code  (Moved 1o Payer
Bill Under Supervisor Rules tab) -
Medicaid ID# 47075636931
CuA# Temporarily Switch User Type
Email jmoody@hokeypokey.com “_wnsalo{
Initials JM o
For Gov't claims
User Type Counselor Accept Assignment @ Yes No
User Name jmoody User D 106345 Rendering Status Sole Practitioner
Group Name Documentation ® Group Member
Group Administrator ® Yes No <
Please Note must have 8 and at least
[_security Center | Change My Password| one ietter and one number. One of the letters must be capaized m

The password should not include the user name and should not be
the same as the previous password.

*group administrator view
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Settings & Directories

Specit - ’l g s 8D
Emma Royds, RN Personallnto | Caseload | Biling Rates 8 Payer Rules | 1CD10 Codes | Custom Buttons | | Device | Restore Deleted
User Name: eroyds .
Identity I Options | Calendar Options.
Name Emma Royds, RN
National Provider ID 1 Supervisor(s) can edit notes owned by this clinicia
= z ter 1 1 Anna MD X (s
i x
Medical License Number i Lotts Dinero -
DEA Number 1 Suboxone Number 1 YT ]
- . = [_<Selecta Clinician >__] [_Assign Supervisor
Federal Tax Id | _SSN EIN |
t. #1 Federal Tax Id SSN EIN Temporarily Switch User Type
2 Federal Tax E Nurse
(Moved to Payer
e coo : For Gov't claims
Bill Under Supervisor
Medicaid ID # i Accept Assignment @ Yes No
CUA# Rendering Status Sole Practitioner
Email eroyds@hokeypokey.com ® Group Member
Initials ER
User Type Nurse
User Name eroyds UserID 106358
Group Name Documentation
Group Administrator Yes ® No
- Piease Note: Passwords must have & characters and at least —
[_security center ] cwuym-ml one letter and one num jetters must be captalized 4 My,
The password should not include the user name and should not be Spboard
the same as the previous password

*non-administrator view

PERSONAL INFOTAB

The settings in this portion of the program pertain to your identity and personal preferences. Whenyoufirst enter Settings
+ Directories, you will be looking at the Identity area under the Personal Info tab.

The Identity and Options tabs are where the user's identification information can be added/edited.

Please click the button belowto view a quick tutorial on howto use the Personal Info tab.

IDENTITY TAB

On the Identity tab you can enter:

National Provider ID/Alternate National Provider ID

Medical License Number

DEA Number

Federal Tax ID/Alternate Federal Tax ID

Medicaid ID

CLIA#

Email Address

Provider Initials (initials will display next to provider-created documents on each Chart Face to provide a quick
visual cue if the patient is seen by multiple clinicians)

On the Identity tab, you can also do the following:

1. Assign Supervisors —Specify asupervisor for each provider. This feature will allow the supervising clinicianto
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.

2. Temporarily Switch User Type—The enablesausertotemporarily switch disciplinesin orderto accessfields
populated by other disciplines, such as when a nurse fills in for an intake coordinator.

3. For Gov'tclaims —Ifyou accept government assignment for Medicare payments, indicate so here. Alsoindicate
your rendering status.
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4. Security Center —Users set up as Security Administrators for a group can enter this password-protected area

(usingthe same ICANotes password) to update user accounts. They canadd/disable users, reset passwords, and
change permissions.

5. 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.

6. Show Fields Used by Electronic Billing —Whenthis button is pushed, all fields required for electronic billing will

display in yellow and optional fields will display in pink.

Settings & Directories
u s allowed to see all group members because you are a Group Administrator
') Anna Recksick, MD = mmm]mlmmmmm[mm[mmm]mm[mlmw
User Name: arecksick
2) Emma Royds, RN Identity I Options \ Calendar Options
User Name: eroyds Na J LMFT
3 Jane Moody, LMFT e e Moo Su t notes ow
(s M oty National Provider ID 1831328104 PetVisn((s) con e By
4 Lotta Di ¢ Mational P ser Anna Recksick, MD x |
) Lotta Dinero
x
User Name Idinero Medical License Number Lotta Dinero |
DEA Number Suboxone Number [ Selecio 1 = -
< Select a Clinician > Assig pervisor
Federal Tax Id 470756360 SSN EIN -
ax id SSN EIN Supervisee(s) Jane Moody, LMFT can edit notes
#2 Federal Tax Id SSN  EIN ——
Anna Recksick, MD =
Taxonomy Code Moved to Payer
Bill Under Supervisor Rules tab) I~
Medicaid ID# 47075636931
Cuaz Temporarily Switch User Type
Email jmoody@hokeypokey.com °00unse|or ]
Initials JM
For Gov't claims
User Type Counselor Accept Assignment @ Yes No
User Name jmoody UseriD 106345 Rendering Status Sole Practitioner
Group Name Documentation © Group Member
Group Administrator ® Yes No
i Please Note: Passwords must have 8 characters and at ieast 5 Fix
° Security Center I Change My Password | one letter and one number. One of the letters must be captaized Cw“’n‘l
=5 The password shouid not include the user name and should not be
the same as the previous password

Show

Fields used by electronic billing  Required Optional

The following fields are populated by ICANotes and cannot be changed by the user:

< Name

e UserType
e User Name
e UserlD

= Group Name
e Group Administrator

OPTIONS TAB

Under Options, you can enter the following information:

1.

Clinical Decision SupportRules - Checkthe Show boxif you wantthe optionto view clinical decision support
ruleswhenyoucompileanote. Thisboxmustbecheckedifyouintenttoattestfor Meaningful Use
incentives.

Patient Education Material — Check the Show box if you want ICANotes to prompt you to offer patient
educationmaterials. ThisboxmustbecheckedifyouintenttoattestforMeaningfulUseincentives.
Diagnostic Algorithm —Check this box if, as a prescriber, you would like to review diagnostic algorithms for
justifying psychotropic medications and treatment modalities for your patients.

Use Military Time — Check this box if you would prefer a 24-hour clock instead of a 12-hour clock.
Signatureat End of Note—Enteryoursignatureinformationasyouwouldlikeitto appearatthe bottom of
your notes.

Electronic Signature Name — Enter your signature name if it differs from your display name (viewed inthe

Identity tab).
32
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7. 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.

8. Default Note Titles Button — Choose your default letterhead from a dropdown list of all sites/letterheads that
have been created in the Group Level Settings & Directories.

Default Note Titles

Progress Note, non-Rx Progress Note

Case Mgmt/'SWRx (

Group Therapy Group Therapy Note
NHursing HNursing Note

Play Therapy Play The

Treatment Plan [reatment Plan

0 1 | Defaun:«;teﬂlles | ”I

9. Default Note Type & Discipline Button — If you want to use a different letterhead for your scripts, enter the
custom letterhead information in the field and check the box.

Default Note Type & Discipline

Default for Complete Assessment or
when Changing Note Title:

Type (CE Only) Complete Evaluation
Discipline Psychiatrist

J

| [ Default Note Type & Discipine__| |

10. Options at Logon—Clickthe Show boxto display the Clinician Reminder Sheet atlogon (instead of the Chart
Room).

11. Rx Discount Card Enabled —Choose this checkbox if youwould like to enable the Rx discount card. Contact
ICANotes Support to have this enabled for your group.

12. Default Titlefor Notes —If you prefer anothertitle, click in the field and enter the title you wantto appear on
your notes. The Progress Note, non-Rx does have a drop-down menu option —you can double click inside the
field to free text another title.

13. Default Discipline when Changing Note Title — If you want your credentials to be included in the note title
shouldyou decideto change notetitle while compiling anote, enteryour credentials here and youwill not
have to enter them manually each time you change the title of a note.

14. 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.

15. Show Clock at Startup —Some clinicians may have ICANotes maximized which blocks the view of the clock on
yourlocal desktop. We offerasmall clock thatwilldisplay onthe lower rightof your screenwhenyouare using
ICANOotes. Youcancheckthecheckboxtohavethe clock startautomaticallywhenyouloginoryoucancome

to this screen and press the button to display the clock.
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Settings & Directories

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

1) Anna Recksick, MD - | Personalinfo | Caseload | Billing Rates & Payer Rules | ICD-10 Codes | Custom Buttons | Reminders | Device | Restore Deleted

User Name: arecksick

2) Emma Royds, RN Identity Options Calendar Options

User Nsme: eroyds

b N
2 Jane Moody, LMFT q Signature At End Of Note i :
User Name jmoody ane Moody, LMFT linician ReminderSheet [
4) Lotta Dinero Options in a Note:
User Name: Idinero oty Level of Care Writes to: O History @ Instructions
Electronic Signature Name
lJane Moody, LMFT when Ci iling Notes:
Finished Note Header Name DC ical Decision Support Rules [J stic Algorithm
“ éPM Education Material [] Use Military Time
- Default Site/Letterhead Name Include Medical History  Yes ® No
e!okey Pokey Counseling | include Notes/Risk Factors ® Yes  No
Diagno: Y Omit All  ® Omit Axes Il to V
Use Custom Rx Letterhead? [] I o - o Hami

Include Medications ® Yes No

°Rx Discount Card Enabled []

Options for AutoPosts

Batch Deletion Enabled []

Timezone Eastern 5 ?
elative to GMT) Centrat 6 Show Clock at startup? [ [ ] Default Note Titles |

= Mountain: -7 E

N (&) _oetautt ote Type & Discipine |
| tgnore 0sT [

Piease Note: Passwords must have 8 characters and at least
[M |m My Password | one letter and one number. One of the letters must be captaized rboard
5 The p shouid not include the user name and shouid not be

the same as the previous password

CASELOAD TAB

The Caseload area shows the caseload ofthe clinician selected onthe listinthe left column. If you are aGroup
Administrator, youwillsee allcliniciansinyour group listed. Ifyouare notaGroup Administrator, youwill see only your
account listed.

Settings & Directories
Group Level Settings & Directories
You are allowed to see all group members because you are a Group Administrator l
"/ Anna Recksick, MD <] | Personalinto | Caseload | Billing Rates & Paver Rules | ICD-10 Codes | Custom Buttons | Reminders | Device | Restore Deleted
User Name: arecksick
2) Emma Royds, RN The following patients have been assigned to The following clinicians can sign notes for
User Name: eroyds Jane Moody, LMFT Albright, Akira
3 :‘M L ) Albright, Akira 81211985 2004684320 ||  [Jane Moody, LWFT X [Foees]
- R
4 Lotta Dinelro L ) Albright, Charles 8/10/1933 2004676557
User Name: idinero ) Alcala, Rodney 8/23/1943 2004676558
[¥)  Bouvier, Jacqueline 10/10/1925 2004684330
) Dahmer, Jeffrey 5/2111960 2004676561
F)  Jones, Genene 711311950 2004676564
| Keyes, Israel 1711978 2004676565
B)  Mason, David 12/2/1956 2004676566
B)  Nelson, Earle 1/13/1928 2004676567
10) Peterson, Christopher 1/20/1969 2004676568
11) Richards, Stephen 11511957 2004676569
12) Rifkindoet 1/20/1959 2004676570
12) Simpson, Homer 2/28/1968 2004684328
14)  Winters, Shirley 2/2711958 2004676572
15)  Wuornos, Aileen 2/29/11956 2004676573 [ I~
[ print | Show Inactive Charts | Assign Provider | <Selecta Clinician> |
m Piease Note: Passwords must have 8 characters and at jeast Fix My
_ one letter and one number. One of the letters must be captakzed Clipboard
5 The password shouid not include the user name and should not be
the same as the previous password

» Thecolumninthe middle displays patientsassignedtothe clinicianselected ontheleft. Ifthe totalnumber of
patientsis needed, scrolling to the end of the list will provide the total as the list of patients is numbered.

= Theright column lists any additional clinicians that are assigned to the patient selected in the middle column. This
includescliniciansthatwere assignedtoapatientinthe demographicstab ofthe patient's chart; however, ifany
clinicians are assigned to a patient chart via this screen, that designation will not appear on the demographics tab
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of the patient's chart. Further, this will not reflect any supervisors that have been set up under the Personal Info

tab.

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

Video Tutorial

Caseload

BILLING RATES AND PAYER RULES TAB

The Billing Rates and Provider Payer Rales tabs are set up specificto the individual. If you are a Group Administrator, you
will see all clinicians in your group listed. If you are nota Group Administrator, you will see only your account listed.

Settings & Directories
Group Level Seftings & Directories
You are allowed to see all group members because you are a Group Administrator
7 Anna Recksick, MD ] [ personalinto | Caseload | Biling Rates & Paver Ruies | ICD-10 Codes | Custom Buttons | Reminders | Device | Restore Deleted
User Name: arecksick -
2) Emma Royds, RN Billing Rates l Provider Payer Rules | Billing Service Combos
User Name: eroyds
3) Jane Moody, LMFT |__Copy |
User Name: jmoody Paste
4 Lotta Dinero Billing Rates for Services (for jmoody) Print
User Name: Idinero - o
L Short List
Select services provided
Procedure Code +/. Modifier +/- Insurance Payer Enter billing rate
00000 non-billable v v $0.00 x =
36410 Blood Draw v N $35.00 X
80304 Drug Screen v v $65.00 X
90833 Psychotherapy 30 min. with EM services| v v $12500 X
90836 Psychotherapy 45 min. with EM services| v oot $150.00 X
190838 Psychotherapy 60 min. with EM services| v v $175.00 X[
90885 Review of Records v & $25.00 X
90887 Meeting/Conference v v $3750 X
90889 Report Preparation v v $25.00 X
96372 Injection v v $50.00 X [+
\
Please Note: Passwords must have 8 characters and at least
IMI Change My P..'ml one letter and one number. One of the letters must be captaized
[~ The password shouid not include the user name and should not be
the same as the previous password

Please 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

TheBillingRatestabiswheretheamountchargedbythe providerforeachtypeofserviceisentered. Adifferentamount
canbe charged per service code whenamodifierisused. Someinsurance payersrequire these two-digit codes.

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 what amountis billed. Tip for Group Administrators: When setting up
the rates for anew group, itis helpful to copy and paste the rates from one provider to the others, then just modify the
amounts accordingly.

The shortlistis alistof CPT codes used most often. A group administrator can create agroup's shortlist by going tothe

Group Level Settings & Directories tab at the top of the screen and then selecting the Service/Modifier Codes tab. 35
ICANotes QuickStart User Guide | To Contact Support: 443-569-8778


https://youtu.be/3dG5wnQ7oqQ
https://youtu.be/5e7U8tCRoos

« Toenter billing rates, select a code using the dropdown arrow in the left column titled Procedure Code.

« Enter a Modifier (as needed).

- EnteranInsurance Payer if you want to assign a specific billing rate to a specific insurance catrrier.
« Enter the billing rate for that service in the last column on the right.

 Todelete a CPT code/billing rate, just press the red X to the right of the code.

- Selecl_Cov o copy the entire list of CPT codes and billing rates.

- Select_Paste ] o paste the previously copied list of CPT codes and billing rates onto this user.

- Select_Pint_]io print the entire list of CPT codes and billing rates.

Copy
Paste
Billing Rates for Services (for jmoody) Print
: t St :
Select se :-dm!
Procedure Code +- Modifier +/- Insurance Payer Enter billing rate
00000 non-billable v $0.00 X =
35410 Blood Draw v $3500 x|
[0304 Drug Screen v $6500 x|
|90833 Psychotherapy 30 min. with EM services| v $125.00 X
|90836 Psychotherapy 45 min. with EM services| ~ $150.00 7
|20838 Psychotherapy 60 min. with EM senvices| - $17500 X[
[20885 Review of Records v $25.00 z
|20887 Meeting/Conference v $3750 X
[20889 Report Preparation v $2500 X|
[96372 Injection v $5000 X [

PROVIDER PAYER RULES

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

1. Sinceallfieldsexceptforthe BillUnder Supervisorare blankinthe example below, Jane Moody, LMFTisthe
default supervisor for this user, meaning that Jane Moody LMFT’s billing information will be present on all claims

if no other supervisors are defined.

2. AnnaRecksick, MD’s information will be present on claims when Medicare is the payer, and the Billing
Taxonomy and Modifier specified in that row will also be on the claim.

| Copy |
Paste
Payer Rule(s) (forjmoody) Print

Leave Insurance Payer blank to define the default rule.

Insyrance Payer endering Taxonomy

1 (ST I S I S I LT
-I_III Jxonomyins [ S R O > a

= I P ] JAF] AwnaRecsiocmd ]
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ICD-10 CODES

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

Settings & Directories
| Group Level Settings & Direclories
You are allowed to see all group members because you are a Group Administrator
) Anna Recksick, MD =2 WIMIWIMIW|MIMIW
User Name: arecksick
mma Royds,
2) E Royds, RN Lopy
User Name: eroyds Paste
g Moody, LMFT i : Print
) Jane 7 Short List of ICD-10 Codes (for jmoody)
User Name: jmoody
) Lotta Dinero ICD-10 By Code [ ICD-10
User Name Idinero
[ F303  Manic episode in partial remission, F30.3 (ICD-10) ]
F33.1 Major depressi ; F33.1 (ICD-10) = X
F60.0  Paranoid personality disorder, F60.0 (ICD-10) = x|
F3s Unspecified mood [affective] disorder, F38 (ICD-10) ot X‘
Piease Note: Passwords must have 8 characters and at least Fix
one ftter and one number. One of he eters must be captaized. | cpbannd
= The password should not include the user name and should not be
the same as the previous password

 Todelete an ICD-10 code, just press the red X to the right of the code.
- Select_Cmv_Jio copy the entire list.

- Selecl_Paste]io paste the previously onto this user.
- Selecl Pt o print the entirelist.

» Selectthe *# button to change the description.

|__Copy |
Paste
Short List of ICD-10 Codes (for jmoody) i
ICD-10 By Code ] ICD-10
F30.3  Manic episode in partial remission, F30.3 (ICD-10) e x[=]
EEE R Major depressivy Customize ICD-10 Description e X
FE0.0  Paranoidpersonal b ier text that will replace the description “Unspecified mood e X
Fas Unspecified [affective] disorder, F39 (ICD-10) ", X
odit

New Description
U ified mood , F39 (ICD-10)

_ Cancel | | change |

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 custom buttons from all over the system.
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Settings & Directories

| Group Level Settings & Directories
You are allowed to see all group members because you are a Group Administrator
7 Anna Recksick, MD ] W[m[mum[mm]cmwm]m]mfw
User Name: arecksick
2) Emma Royds, RN
User Name: eroyds
51 Jane Moody, LMFT Custom Buttons (for jmoody) Show All Shared Butions
User Name: jmoody All
4) Lotta Dinero g
Button Name Group Highlight Context
User Name: Idinero
1)  Motherly ® 0O PlayTherapy odn |~
2)  Plays alone ® O Play Therapy edn
3) Teaches ® 0O PlayTherapy edt
Please Note must have 8 s and at least Fix
IMI Change mwl one letter and one number. One of the letters must be capitaized cu:'m
= The password should not include the user name and should not be
the same as the previous password

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

menu on theleft:
Custom Buttons (for joydemo)

putt| addiction =
M| ADHD See List
— ADHD sxs b1

&

Adj Dis See List
Adjustment Disorder
Admission Notes
Admission Orders
ADR

Affect

[ [ [°]

Anger

Anxiety: See List

ASAM Dim 1

ASAM Dim 2

ASAM Dim 4

Autism ha

|

[ 1]

You may chooseto highlightabutton onthe listwith acolor or share itwith your entire group by checkingthe

boxes next to a custom button on the list:
Button Name

[1) Motherly

Shared w/Group Highlight Context

B & PlayTherapy

=32

By clicking the button nextto a custom button, you can editthe name and contentofa et ] button, share itwith
specific users (or all users) in your group, or delete the button.

Ifyouwantto reviewthe list of all shared buttonsin your group, click the [_Shew il shared Buttons | iy the upper right-
hand corner.

Please note that if you are a Security Administrator, you can review custom buttons created by other users which
have not been shared with the group.

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

Video Tutorial

Custom Buttons
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REMINDERS TAB

The Reminders taballows youto configure alerts that will be senttoyou ortoyour colleaguesviathe Messaging Center.

Settings & Directories

Specific to Individual ] Group Level Settings & Directories
u are allow 110 see a Jrou. vembers because you are a Group Adm trator
" Anna Recksick, MD =] | personatinto | Caseioad | Biling Rates & Payer Rutes | 1c0-10 Codes | Custom Buttons | Reminders | Device | Restore Deteted
User Name: arecksick
2) Emma Royds, RN
User Name: eroyds
3)  Jane Moody, LMFT
User Name: jmoody 1)  Pending |Jane Moody, LMFT |Anna Recksick, MD |5/19/17 Reminder. Consultation Bailey, Mary O
4) Lotta Dinero 2) Due Jane Moody, LMFT  |Emma Royds, RN 5/15/17 |Reminder. Labs Barfield, Velma O
Wiet Home: iGnaro 2) Due Jane Moody, LMFT  |Anna Recksick, MD |5/15/17  |Reminder: Followup Burns, Charles M =
Please Note: Passwords must have 8 characters and at jeast Fix My
Security Center Change My Password | one letter and one number. One of the jetters must be captalzed Clipboard
=3 The password shouid not include the user name and should not be
the same as the previous password

- Youmay start anew reminder by clicking the button.
« Thisbringsupanewwindowthatallowsyoutoselectfromfourpresetremindertypes: Patient, Clinician, Staff, or
Perform AIMS Exam.

For a Clinician Reminder:
» Select the clinician you want the reminder sent to (Recipient).
» Selectthe Date it should be sent, and whether the reminder should be repeated and at what interval.
« Enter a Subject for the reminder.
= Type your Message.
e Linkto this Patient? Check yes orno.

o Ifyes, clickonthe <Type LastNameto Select>fieldto selectthe patientyouwantlinkedtothe reminder.
Afteryou selectapatient, their ID#and DOB willappear. Youwillthen have the option of clicking onthe
field labeled Contact via to select how the patient wants to be contacted.

o Whenyoulinkto apatient, aniconwillappear inthe reminder message. Ifyouclick ontheicon, youwill
be able to open the patient's chart.

For a Staff Reminder:
« Follow the same steps listed above for a Clinician Reminder but select a staff member rather than a clinician as the
recipient.

For a Patient Reminder:

= Selectthe clinician or staff person who will receive the reminder to contact the patient (Recipient).

+ Selectthe Date the reminder should be sent and whether it should be repeated and at what interval.

« Enter a Subject for the reminder and type your reminder Message.

» Linktothis Patient? Selectyes or no.

o Ifyes, clickonthe <Type LastNameto Select>fieldtoselectthe patientyouwantlinked tothereminder.

Afteryou selectapatient, their ID#and DOB willappear. Youwillthen have the option of clicking onthe
field labeled Contact via to select how the patient wants to be contacted.
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o Whenyoulinkto a patient,aniconwillappearinthereminder message. Ifyouclickontheicon, youwill
be able to open the patient's chart.

For AIMS Exam:
 Tosetupareminderto performan AIMS Exam, follow the steps used to create a Clinician Reminder.

Once the reminder has been created:
» Youwill notice that the Patient Reminder box is now checked at the bottom of the Reminder dialog box.

» The newly created reminder will show on the tab.

Status From Ta [rate Subject Fatient Fepeat
1 Pending |JnyTest2 |JD\,rTest4 |3.|'1E.|'1E |Reminder: Copy Insurance |DDe,Jane m=

After the patient has been contacted, go to the patient's Chart Face and click the |__“Reminders | pytton,

= 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 £8 %
L EE 2
Status From To Date Subject Fatiznt &g 2
|1) Pending |J0yTest2 oy Testd |3J‘1 BiMG ‘Reminder: Copy Insurance Card Doe, Jane O X O

| :

« Checkthe contacted box —today's date will populate. You can click the calendar | icontochangethe date if
necessary. Thischeckboxis also available when accessing the reminder fromthe Reminders tab.

3¢ patient Reminder (X contacted ) Date

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

Video Tutorial

Reminders
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RESTORE DELETED TAB

The Restore Deleted tabfeature is used torestore any notes or charts you may have deleted and nowwishto have
restored. All users have the ability to view those charts and notes that they have deleted personally; group administrators

are abletoreviewchartsand notesthatotherusersmay have deleted. Deleted charts are listed onthe leftwhile deleted
notes are listed on the right.

Settings & Directories

[ Group Level Settings & Directories

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

"/ Anna Recksick, MD :mmm[w[mmm[m[cmmm\mm\m[mmm

S S . Notes, Charts and Tx Plans Deleted by jmoody
Deleted Notes | Deleted Charts | Deleted TxPlans |

2]

Emma Royds, RN
User Name: eroyds

3)  Jane Moody, LMFT

Deieted Note Encountsr Date Restore B
RN I Jones, Genene 3/3112017  Progress Note =, |4
4) Lotta Dinero [UnFinished Note E
User Name: Idinero
Peterson, Christopher  10/12/2016 Progress Note #,
UnF rushes Note
Albright, Charles 8/12/2016  Progress Note F

S
INTERVAL HISTORY: WMr. Albright's behavior has been stable and uneventful nﬁ
oo R R P A o

Piease Note: Passwords must have 8 characters and at jeast Fix My
lmy—lhla Change IlyPucml one letter and one number. One of the letters must be captaized Clipboard
The password shouid not include the user name and should not be
the same as the previous password

Note: Because deleted chartsand notes are viewed by the userthattookthe delete action, itisnecessary toknowwho

deleted achartornote inordertorestore it. The permissionto delete achartor note may be granted or restricted within
the Security Center.

« Torestoreachartornote,simplyclickonthe El icon to the right of the note or chart.
Deleted Note Encounter D ate

ihite, Snow Z 42002017 Complete Evaluation) 5
UnFinished MNote

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

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

Video Tutorial
Restore Deleted
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CREATING AND ACCESSING CHARTS

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

FileMaker #ro - [icn-r] == .
? SignOut Edit View Format Reports Help |- |&|x
Lock Screen
Otes: Log Off
Behavioral Health EHR
Show Charts:
Chart Room for Jane Moody, LMFT working at | Hokey Pokey Counseling | Sf;s| Perkngat
I o ) —— %
st | Qe
—r —_— =]
3 s Make a |
ered B e
No Urvead Internal Msg
Portal Reminder Service No Msg
B coencar || (I] 4~ Potem,
Quick Calendar ' =
—_— pR— }
=y —— T——
Acﬁvse: (:Al:llrll [ ‘ ﬁa Direaor:el
MHT/VITALS
3 pr— | Therapy Groups —
L] —
Inactive/Pending Charts =
the
Contact Us
100 = ¢ B3 Browse

« 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 clickingin a particular drawer, the names of patient charts stored inthat
drawerwill displayinthe middle ofthe screeninalphabetical order by lastname. You canthenscrollto the patient
name whose chart you are looking for and click on the name to open the patient's chart.

< Youmaynarrowthelisttoallcharts, chartsassignedtoyou, andchartsthatyouare principal by clickingonthe
buttons shown below.
Show Charts:

All A zsigned | am
to Me Principal

* Youcansearchforapatientby nameorID bytypingintothe searchfield and hitting the @ button.

Enter Patient Hame or 1D or Phone

| IEY

Hitting the [testenat | hutton takes you right to the last patient you visited during your current login session.

CREATING A NEW CHART

js  Make a
L=l Hew Chart

—
e Click onthelRetal Reminder Sewice | drgyyer in the Chart Room.

- A popup will appear requiring the patient's first name, last name, and date of birth.

42
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New Patient

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

First Name
Alice

Last Name
Doe

Date of Birth
8/19/1984

[Cconcet ] [contome ]

After populating these fields, click the button. The programwillcheckto seeifachartalready existswith
that name and DOB or a similar name with the same DOB and alert you to help prevent 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 |[ w |

Ifno similar patients currently existwithin your account, the systemwill then bring you tothe demographics
portion ofthe patientchart. The requiredfields will be highlighted inred; those fields that are helpful, butnot
required, are highlighted in blue.

Y FileMaker 96 - ficn-r]
' File Edit View Format Help
e (‘)t’ | | J\ and return to Chart Room N : YT
New Patient Anaphylactic Reaction Reported[] [ EnterEPrescribeinfo | Patient Reviewed Demographics [_Print Patient Demographics |
Patient Information Insurance Information Other Contacts Telephone Intake
*Date of Birth  8/19/1984 Date Created 5152017 |2
[] Bad Unique PatientID 2004684621 ) .
— Sample Addr2/Appt# County *Gender woman *sex: F | Red FieldsRequired
—Chat ity state, Zip |~ Refer to patient as _ Ms. Doe S
Best Phone SN 2 ‘ Extra Privacy
Home Home Phone Country US . l
Work i Alt. Patient ID oom: Disable eRX
e Cell Phone Maiden/Other Name
Work Phone ext
Patient Status Email
@® Active > Patient’s Condition
O Inactive Email N
O Pendion portal [J Date Of Current lliness Onset |E®  Date of Similar liness =
OK to send Appt Reminders via: Date of Current Admission: From [ ] To[ ]
Email Text Message Phone Message Dates Unable To Work: From To
Employment Status | |
School or E"WQT Condition Related To Employment? Yes ©® No
Condition Related To Auto Accident? ' Yes @ No State Of Accident
Grade Condition Related To Other Accident?  Yes ® No
Mantal Status
—_—— In treatment Previously? Y N Ifyes, where?
*Ethnicity [ o ;
Religion [H— Date Of Death |@ Preiiminary Cause
Annual Household Income
Family Size : ‘
Release = Adv. Dir. =
b £ N
LLLIC [of into e O [+
Patient * Miscellaneous =
C Note Notes
*Preferred Language ‘
Di |

< Select a Clinician >

[t oo 1%/ |_Group Therapy Hote

Skip Initial; create a
1% Progress Note

are allowed to sign
Notes for this Patient

L Where Seen Med Record # Skip Initial; create a

Again, if you intend to use ICANotes for electronic billing purposes, clicking the button in the bottom
middle for'Fieldsusedbyelectronic billing'will highlightthose fields required for billing purposesinyellowand
those fields that are optional in pink.

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



« Ifyouwillbeutilizingthe e-prescriptionfeature ofICANotes, youwillalso needtofilloutthe Zip Code and Home
Phone Number fields for the patient.

= Ifyou are using the Patient Portal, you will need to populate the patient's email address and check Portal (contact
the ICANotes Supportteamtoturnonthe Patient Portal orthe ICANotes Salesteamtoturn onthe Premium
Patient Portal).

* Youwillneedtoassignaproviderinthe lower left-hand corner. Todothis, click on the field above the
|__AssignProvider | 1y tton and choose aproviderfromthelistthatappears. Afterselectingthe appropriate
provider, click thel__Assign Provider | hytton and confirm that the provider name appears on the left.

Assigned Providers oy Testd fole % ([Prinsipal] ~ __
are allowed to sign [ selectaClinician » ]
Motes for this Patient [ assign Provider |

|+

« Thefirst 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 that are not highlighted in green.

* Youcanalsoassignrolestothe assigned providers by clicking into the middle column and selecting fromthe menu.

Assigned Providers  Anna Recksick, MD | PsylD | [Eiincipal] ~ 5
are allowed t Emma Royds, RN | Ther X <Select a Clinician > |
L Jans Mooty Ly | Ix Assign Provider

| PsyMD | .

|
Red fields are required Blue fields af "***° |l but add info to clinical note.
* = Required for Meaningful Use ‘ L Pmmwm

APN
RN
sw

= Onceyou have the appropriate providers assigned to the patient chart, you have several options:

o The VLTI (L tabwilltakeyouto Telephone Intake Form.

Jica ) Telephone Intake Form

Staff Hame | | Date of Call [ 362013

About Caller : Telephone Humbers of Caller ‘ Back
Hame of Caller | | Home

How caller heard about facility and/or provider ? Work ‘

Referred by | | Cell
Other (specify) |
Relati hip to pati ‘|
About Prospective Patient : Unique Patient ID 1000010643324
First Hame |ana Middle Hame Last Hame |phylactic |
DOB [11111951 | Gender [woman Marital Status
Refer to patient as [Ms. phalactic | ssuz| | Medicaid #
Intreatment Previously?| 0¥ ON|  fyes, whereiwho? | |
Patient Contact Information : [ | Homeless Telephone Humbers of Patient
Address Home |(410)695-6558

City-State-Zip | Moonachic | | 07074 Work
EMail Cell

Resources Available to Pay for Treatment:
Insurance Coveraqe rclick to wiew, enter details below Rz

1 Aetna El

Print - blank form |

&
L. Print - current record

Save and go back
o The button will save the patient information and return you to the Chart Room.
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Save and go
o The button will save the patient information and return you to the Chart Face.

CancelDelete this Record

o The [ﬂ"d return to Chart Room] button will not save the patient information and return you to the Chart Room.

Skip Initial; create a
o The button will save the patient information and open a Group Therapy Note.

Skip Initial; create a
o The button will save the patient information and open a Progress Note.

o The i button will save the patient information open a Complete Assessment.

Continue filling out information in the demographics portion of the chart, including insurance information and
other contacts.

|CANote€) [ Save and go back [ Save and go [Cmcevboletc this Record [__chartDetais | Doe, Alice 2004684621
th [ to Chart Room to Chart Face and return to Chart Room / Datient's Nar 0 Patient'siD
New Patient Anaphylactic Reaction Reported[] [__Enter E-Prescribeinfo | patient Reviewed Demographics [[Print Patient Demographics |
— —

*Name (F ML Suffix) Alice *Date of Birth 8/19/1984 Age: 32 Date Created 5152017 |2
Homeless  pqqress Unigue PatientID 2004684621

Rad Addrass

Ifyouwillbe usingthe billing portion of ICANotes, itisrecommended thatyouaddinsuranceinformationtothe
patient's chart. Todo so, click the Insurance information tgh)

|CANote9 [ Save and go back Save and go Cancel/Delete this Record Doe, Alice 2004684621
: | to Chart Room to Chart Face and return to Chart Room Patient’ . Patient’s AudtLog
New Patient Anaphylactic Reaction Reported (] [ Enter E-7 Info |  Patient Reviewed Demographics [_Print Patient Demographics |
Patient Information Insurance Information Other Contacts Telephone Intake
Patient  Doe, Alice [ T ) )
Coverage Details Benefits l Payments | Eligibility [ Statement Setthgs
SSN# Medicaid ID :
(Required for Medicare) Insurance  Cigna |v m LL Lli
Member ID/Policy # 234543212
Insurance Coverage (click to view, enter details to right >) E st [ Copay : Required ]
2nd Group #
1 Cigna [«] "
3rd Patient Relationship to Insured ® Self ' Spouse  Child = ' Other
4th Start Date Suspend Date End Date
X Current = = =
s ™
] Insured Party  \3me (rirst, M, Last) Alice Doe
# Log [ Somriom | S
Tka Patient Info City, State, Zip
Phone SSN#
X Patient is Responsible Party Require Auth# in Notes DOB 8/19/11984 | Gender M OF
Self Pay Employer
EPSDT / Family Plan > <
] g Name Cigna
) % Discount n P r
Account is in Collections Address 1000 Great-West Dr
FREEZE ACCOUNT e [ et |
MCM Auth. Received  Yes  No City, State, Zip Kennett MO 63857-3749
Additional Nots
dditional Notes a Use AR Provider NPI Phone 1-866-494-2114
. B PayeriD 80705
STty - Insurance Type
Use Al Provider[_] Tax D Insurance Type Other
- \ J
Assigned Providers Anna Recksick, MD Where Seen ed Record #
are allowed to sign ~ Emma Royds, RN Add Hev ation Group Therapy Note
Notes for this Patient  Jane Moody, LMFT Skip Initial; create a
g Progress Note

Click the button and choose the appropriate insurance carrier from the insurance list that appears on
the right.
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J
Demographics =

Anaphylactic Reaction Reporte
Patient Information Insurance Information

Doe, Jane

G0 to E-Prezcribe

Patient Reviewed Demographics

Fatient: Doe, Jane

SEM# Medicaid |
(Reguired for Medicare)
Insurance Coverage (lick to wiew, enter details to right )
1 <Enter Carrier> |~

> Current

Print &l Insurance Infor mation | 3K Delete | Copyfram
. Patient Info

atientis Responsible Party Requite Auth# in Motes

SelfPay

¢ EPSDT ! Family Plan

= Insured Party |,

1397
48YTS

DOB 5/18/1967

Other Contacts

Coverage Details I Benefits

[

Payments

Aetna

BCBS

BCH Sernvice Compary

Blue Care Network

Blue Cross Blue Shield Michigan
Chad Coverage

CIGNA

Daniel Coverage1

Danielle Coverage

David Coverage

Dept of Corrections

Elizabeth Coverage

T uired

Ernplover:

Uss At iTax ID on claims

ceountis in Collections % Discount L iler A:;:; S
REELE ACCOUNT % Discount
MCH Auth. Received i Yes City, State, Zip
Additianal Motes: A | Use Att. P! on claims Fhone
Payer|D;:

Eligibility ID
Insurance Type
Insurance Type Other

|Ehsck Eligibility for Selected Payer

Joy Testd

# [Prinsipal ]

Assigned Providers

are allowed to sigh
Hotes for this Patient

Assign Provider

x|~

Print Patient Demographics Continue

100| = | & B Erowse: ;I

~ | Sawve A= POF: Demagraphics

a0

Proceed to fill out the remaining insurance information. You may prefer to use the "Show Fields used by electronic
billing" button at the bottom to highlight required fields in yellow.

After entering the patient's demographic information, you are ready to begin charting on your patient.
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