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Patient Messages Mailbox

This new feature allows the practice the ability to be more transparent with patient communications internally as
well as provide better patient experiences when interacting with the clinician outside the clinic setting. Practices
are able to set up more general mailboxes such as for their billing department, scheduling questions, and/or any
communications that may not be provider specific.This gives the practice more flexibility on how patients can
communicate with them through messages.
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See you all then!
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Home | Patient Communications * Tasks

Task Manager

e Patient Demographics Review  [3456789DEV) DEVELOPER PRACTICE Click here to select your active physician >
Provider Claims

SOAP Audit Workbench
Group Notes
Document and Bill
Sign Queue
Direct Message Inbox
Billing and EHR
Prov Room Kiosk
® Patient Communications

Mailboxes

To view the Patient Messages Mailbox:
1. Click on Workbench >
2. Then click on Patient Messages Mailbox

Alternatively, this can also be accessed via the
message icon in the dashboard ticker.



Mailbox Usage

Weicome, SANDBOX DEMO  Tue 07/20/21 10:48 PM AntarcticalCasey (Logout)
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Mailbox 1 Design Practice ~°

SELECT MAILBOX Active ~ CONVERSATIONS

v& Show Subscribed Only

@ <& Dr Smith S

There are no conversations in this mailbox

@ + New Conversation

@ + New Mailbox

To start a patient conversation within a mailbox:
1. Select the Mailbox
2. Click on + New Conversation
3. Type in the Patient’s name on the search box

Select Patient X

To begin a new conversation please select a patient

Patient

‘ Pat |

Patient Test (Legal Name) - he/him/his
é Jan 01, 1993 2 VRC9500967

° Pat Rally (Chosen Name) - he/him/his
o May 23,2000 2 VRC9500381

4. Select the Patient from the list
a. The search box will display relevant accounts that show the Patient’s Full name, Preferred
pronoun, Date of Birth, and Account number to ensure that the correct Patient is selected.




Patient Test & & VRC75439 o Jan 01,1993 Y 123456786 / 74839703
7 Open Chart © 29 y/0, Male sankeeta@espoc.com A Street 12, Details 3

CONVERSATION BETWEEN Patient Test ~* Dr Smith

D

Enter your message below

Start typing

Once selected, the user can send a message to the patient by typing in the empty textbox at the bottom of the
page. Messages can either be via text format, or users can also send attachments when needed.
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See you all then! =
=+ New Mailbox =+ New Conversation

When several mailboxes are set up, a blue shading will indicate the currently selected conversation.
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Mailbox ﬂobev Practice 234 +°
SELECT MAILBOX Active ~ CONVERSATIONS
2, Show Subscribed Only
] <&\ Alex Jones L S
L -2 Arhmand Traller D
Eo ~ah Bob Brown D
O -2 DrGreen D
& <&.Dr Joe HE
O <& DrJohn HED
Subscribe to mailbox to see conversations
O -2 Dr Sandy I
] <& DrTest i)
O == calvin D
@ &, Dr Jack D S
L =& Martin Berry D
+ New Mailbox

By default, all mailboxes will be visible to the users. If they select a mailbox that they have not subscribed to,
the user will be prompted to subscribe to the mailbox to see and interact with the conversation.



The mailbox view can be filtered by using the Show

Mailbox ﬂonev Praclice 234 = ® Subscribed Only toggle at the top left corner of the
screen.
SELECT MAILBOX Active - SELECT MAILBOX Active «

“an Show Subscribed Only @

van Show Subscribed Only @&

L] -2 Alex Jones D _ _ _
This allows for less mailbox clutter and provides the
option to view unsubscribed mailboxes only when

LJ & Arhmand Traller oD
necessary.

6
~&), Bob Brown .

LJ -2.DrGreen P

J -2 DrJoe D

& -a\.DrJohn D

[J -a.DrSandy : >

& -2 DrTest D

<4 New Mailbox

Note: In the Patient’s Chart summary, users will be able to view and send patient messages even if they
are not subscribed to the mailbox.



Active and Deactivated Mailboxes

Users can change their mailbox to show Active or Deactivated Mailboxes by clicking on the drop-down menu

and selecting their preferred view.

| Home | Mailbox

Mailbox ﬂ°Dev Practice 234 ~"©

<4 New Mailbox

SELECT MAILBOX Aetiva
van Show Subscr
&4 Active
O -2 Al (%] Deactivated
& & Arhmand Traller i )
“an Bob Brown D
[ -2.DrGreen ;%
L -a.DrJoe : >
& -a&.DrJohn S
L] -&.Dr Sandy D
L] -&.DrTest DY
O =2 calvin i >
O =2.DrJack 5
L] 2 Martin Berry D *

1.

Only Mailbox Admins can Deactivate a
mailbox by clicking on the Deactivate option
from the three-dot menu.

(%] Deactivate

When a mailbox is deactivated:
> |t becomes unavailable for all
subscribers
> Patients will no longer be able to
message the mailbox.

Deactivated mailboxes will appear as grayed
out. Only Mailbox Admins can Activate a
deactivated mailbox by clicking on the
Activate option from the three-dot menu.

C' Activate



All subscribers have the option to Archive a
conversation.

Archived conversations can be reactivated by:
> Sending a message to a patient.
> Receiving a message from a patient.

@ Archive > Reactivating it from the archived
) conversations list.

If the user has access to multiple practices, they can
easily switch mailbox views by clicking on the current
practice. A dropdown will display all the available
practices to easily switch between practice mailboxes.
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Eho Healthcare Practice

B8 Design Practice

ﬂe Test Practice

B Bill Practice




Mailbox Admin Setup

Only Mailbox Admins will be able to set up the mailbox for their practice, the setup process will not be available
to the rest of the users.

Practice Owners or Administrators are able to give account permissions to users.

'Q,((;\V‘ Welcome, Dr. DEV PHYSICIAN 1 - Smith Fri 01/27/23 03:49 PM EST (Logout) Se 11545214 ¢+ ¢ ¢ e
Schedule Document and Bill Billing + Workbench »  Search = Repons@ Config » Files» Versions= Apps Help~ What's New? Tabs v X ?
Home || Access Control * My Profile/Change Password

3rd Party Services b
H -
Access Control List @ Payer > C Reload O &
Practice 2
System 2
Access Control Type Person @ i ‘ @ User Management b @ACCESS Control anted By
’ Task Checklists
To do so:

1. Click on Config

2. Hover over System

3. Hover over User Management
4. Click on Access Control

A list of all users for the practice will then be displayed.
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| Home | Access Control *

Access Control List @ o &

Access Control Type Person Provider Id Date Granted

Granted By
XDOC_DELETE devtrainingtesting 123456789DEV 12/28/22 jpancoast
XDOC_DELETE raymundo 123456789DEV 10/27/22 devphysician1
XDOC_DELETE devuserjmadia 123456789DEV 10/27/22 devphysician1

Select the user that you wish to grant access as Mailbox Admin.

Click on the dropdown below the username. Scroll down to find MAILBOX_ADMIN_PERMISSION
and select it.
sandboxdemo )
VERICLE/EHR - (SANDBOX) SANDBOX PHI_EXPORT_SUMMARY_CONFIG_TIMEFRAME

Access Control Types * - PHI_EXPORT_SUMMARY_CREATE

Description
MAILBOX_ADMIN_PERMISSION

— TICKET_CATEGORY
[ Revoke Access X Close

POS_CFG_EDIT
OWNER -

Click on Save and it should give the selected user
access as a mailbox admin in order to set up and
manage mailboxes.



Mailbox Admin Management

Mailbox Admins can configure mailbox subscriptions for all users within the practice from the Logins

configuration page.

'@é\? Welcome DEV PHYSICIAN 1 - Smith Fri 01/27/23 12:28 PM EST (Logout)

Se 115521¢ ¢+ ¢ ¢ m

Schedule Document and Bill Billing + Workbench » Search « Repon@ Config» Files» Versions~ Apps Help~ What's New? Tabs~ X i s
Home My Profile/Change Password
L
3rd Party Services b -
Messages and Alerts &7 = > or LI Quick Links 2~
yer
As of 01/25/2023 you have 1 tasks completed and waiting for your approval. g ) Schedule
Please go to the Task Workbench and choose Owed from the My Bench @ Practice L Attachments ’
menu to see your pending tasks. S ’ = Document and Bill
As of 01/25/2023 you have 154 claim(s) missing for checked in patients. Act g 1 Sl y Check-in Kiosk
fast to avoid timely filing denials Contacts » Average Visit ! )
As of 01/25/2023 you have $ 23,498.52 outstanding on your workbench. Act g Visits - Prov Room Kiosk
now to avoid losing money to timely filing. Careplans b |59 '
Your EOB Fax Number is2672057323 v Provider Workbench
01/26: 6511782: Sent paperwork will follow up in a few days Oocumentation b Patient Comms
01/25: 6008843: 01/25/2023 : Please refill item CH0202 vitamins .Only -8 left. ca EHR Connections b Tasks
* 5723274: 01/25/2023 : Please refill item CH0252 Office Visit .Only 5 left.Order
Quantity: 3 Front Desk b
* 4530853: 01/25/2023 : Please refill item CH0023 Roll-on (2 pack) .Only -4 left No St @ Logins Tracking 2a
* 6149188: 01/25/2023 : Please refill item CH1178 Centrum Silver .Only 3 left. |
* 5569009: 01/25/2023 : Please refill item CH1234 Training Test Castro .Only -4 Patient Portal b ' MneRONedRTeam
* 5996125: 01/25/2023 : Please refill item CHO070 Eye Drops .Only 0 left.Order PHI b
Quantity: 30 Open 4 116 5
01/24: 6525911: For DOS 01/24/2023 copay amount of $25.0 was expected, bu Reports 13 i
Pending 0 1 1
only $0.0 was posted. i "
“ 5569009: 01/24/2023 : Please refill item CH1234 Training Test Castro .Only 4 Settings ’IaB}:ﬁly Unsigne Closed 0 0 0
To do so:
1. Click on Config
2. Hover over Practice
3. Click on Logins
Schedule Document and Bill Workbench » Search~ Reports» Config~» Files» Versions+ Apps Help~ What's New? Tabs = X ?
| Home I Logins *
Login Manager | Reload Logins | | New Login... | | Reset Office IP Addresses | | Set Office Code | \ Hide Inactive Logins | 7
Logins drann - Active
Print Csv Showing 90of 9 « Name|DOC TORRAN -
Login Name Role Updat.. Time Zone| EST hd
[ | Email|kenneth@clinicmind.com
drann DOCTO.. PHYSICIAN 012623 IF::I"“te
jhaydn JOSEPH ... PHYSICIAN  01/23/23 ag:i’e C:;s
rstrauss RICHAR... PHYSICIAN 10112122 e RO\:\T’?\:‘:IZ?;?I
v
daedalus_test DAEDAL... PHYSICIAN 10/03/22 Physician |D[ DT12321 - DOC TORRAN o
drmak ASHLEY ... PHYSICIAN 08/25/22 . :
Kiosk Banner|
cschumann CLARAS... PHYSICIAN 08/15/22 -
SuperBill ID v
rbuckley ROBINB... PHYSICIAN 08/10/22 "
mbusby MATT BU... OFFICE_M... 08/02/22
mwheeler MIKE WH... EMPLOYE... 07/07122 User Settings IP Addresses Providers Access
Print Csv Showing 1200f 120 » @
Type « Value Default  Description
feature_toggle.fix_xdoc_pdf3 T T -
integration.bcws.clerk_key
integration.cash_practice.clerk_key
integration.medappz.person_key
integration.merchant_service.clerk_key
login.two_factor_auth_key_verified = F
login.two_factor_auth_shared_key
login.two_factor_email_auth_enabled F F options: Tand F. If it is T and normal 2f....
messages.provider_app.push_notification_enabled F F Allow push notifications on Provider m...
monitor.patient_referral.can_close_ticket F F Setting to (T)rue allows this user to clo...
oauth.expiration_time_seconds 1800 1800 Amount of time in seconds before an O.

From the Logins page, simply click on the user from the list on the left hand side of the screen, and click on

Configure beside Mailbox Access.



Mailbox Access

fl Dev Practice

fH Healthcare Practice

ff Design Practice

fFl Test Practice

f Bill Practice

Mailbox Access

S

f4 Dev Practice

D Dr John's Mailbox

[J Dr Green's Mailbox
[J DrManson's Mailbox
[J Dr Judy's Mailbox

[ Dr Tompson's Mailbox
[J DrRed's Mailbox

[J Dr Tale's Mailbox

[J DrBrown's Mailbox

D Dr Stone’s Mailbox

6 Selected

0 selected

All selected @K

All selected

1 selected

Cancel Save

6 Selected

CanCEI m

A list of all practices the user has access to will be
shown.

From here Mailbox Admins can subscribe the user to
all mailboxes for the desired practice by clicking on
the practice toggle.

Clicking on a specific practice brings down a list of all
mailboxes within the selected practice.

From here, Mailbox Admins can manually toggle
specific mailboxes that the current user can be
subscribed to when the toggle for the mailbox is
turned on.

This configuration allows for Mailbox Admins to easily

set up user subscriptions to multiple mailboxes at
once for new and existing users in the practice.
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Creating Mailboxes

Initially, there are no default mailboxes set up. The Mailbox Admin will be responsible for initially setting up new
mailboxes for the practice to use.

LGB ieicome. sANOBOX DEMO  Tue 072071 10:65 PM Antarctica/Casey. (Logout
Schadule-Bliog and EHR  Documant and B Wiodbanch = Search = Reports  Config» Fies~ Versions= Hep~  Whats New? T X7

| Homie 3 pdaiiooy =

Mailbox @ Desion Practice ~

4+ New Mailbox

To create a new mailbox, click on the + New Mailbox icon.

Enter the desired name for the mailbox, this can
Create New Mailbox . either be for specific clinicians or workflow specific
names that the practice uses.

Mailbox Name

Dr Smith

Cance'
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xS Unsubscribe

2, Manage Subscriptions

Z" Rename

(%) Deactivate

[i] Delete

Once the mailbox has been created, there are several
options available in the menu:

1. Subscribe/Unsubscribe - allows the user to
subscribe or unsubscribe to the selected
mailbox.

2. Manage Subscribers - allows Mailbox
Admins to manage the subscribers of the
selected mailbox.

Manage Subscribers X |

Mailbox: Bob Brown
O, searcha User
Bob Brown -
User Test (/
Alex Jones 9
Assistant -
John Doe 9

3 Users Selected \/- Show Selected Only Cancel

3. Rename - allows Mailbox Admins to rename
the selected mailbox.

4. Deactivate - allows Mailbox Admins to
deactivate the selected mailbox.

5. Delete - allows Mailbox Admins to delete the
selected mailbox.
Note: Mailboxes can only be deleted if
there are no active or archived
conversations.
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Clicking on the dropdown allows you to toggle access

Mailbox Access of users to the selected mailbox.

A ﬂ Dev Practice 6 Selected

[J DrJohn's Mailbox

[J DrGreen's Mailbox [ ¢
[J DrMmanson's Mailbox -
[J DrJudy’s Mailbox -

[J Dr Tompson's Mailbox

[J DrRed's Mailbox

[J DrTale's Mailbox [ {
[J DrBrown’s Mailbox

[J DrsStone’s Mailbox

Cancel Save

Note: At least one clinician must be configured to have mailboxes to count as patient messaging for
Meaningful Use purposes.
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'Q;\v- Welcome, Dr. DEV PHYSICIAN 1 - Smith Mon 01/30/23 08:54 AM EST (Logout) Se 115¢521¢ 4+ ¢ ¢ ¢ g
)

Schedule Document and Bill Billing + Workbench » Search « Repans@Conﬂg » Files~ Versions+ Apps Help~ What's New? Tabs » X ?
| Home Schedule * My Profile/Change Password
1
- Acct # / Barcode - Patient Month Week [Day| (Office) Main Office Sl Seives ¥ | % TodaysPractitioner~ | Log+ | 0-1-0:0 | 1-1 2
= i - P: b
Last/Nick Name ALEX JONES (DP) <US EALTH (DP) DR. JOHN (DP)
- First/Nick Name - 7:00a ® Practice b Attachments ] 7:00a -
- Date of Birth - 3 7:15a System b Billing b 7:15a
- Phone 1 - 7:30a Contacts b 7:30a
- Phone 2 - 7:45a ETE N 7:45a
- Email - 8:00a o - . 8:00a
cumentation —
- Assigned Phys - 8:15a e ) 8:15a
. onnections .
Clear Create 8:30a — 8:30a
8:45a Front Desk b 8:45a
# |PopupOn| » 9:00a Logins 9:00a  Out of Office
Date ~  Patient 9:15a Patient Portal b | 9:15a
’ 9:30a - 3 9:30a
9:45a 9:45a
10:00a B L 10:00a
10:15a 1 @) settings 10:15a
10:30a 10:30a 10:30a
1N:ABA 1N:AEA 1MARA

To enable this feature:
1. Go to Config
2. Hover over Practice
3. Then click Settings

Welcome, Dr. DEV PHYSICIAN 1 - Smith

'Q)év. Mon 01/30/23 08:56 AM EST (Logout)

Schedule Document and Bill Biling ~ Workbench ~ Search ~ Reports + Config~ Files» Versions~ Apps Help~ What's New? Tabs » X ?

Se 11545214 ¢+ 4 ¢4 a

Home ‘ Settings "‘

Frov Y ocrroen Yoo e o0 Yorcrrs Rl veoce—7os{prcu {100 cormer JrroeJoramme Y comers ) seune o]

Basic | Advanced User Defaults

Print Csv Showing 223 0f 223 v (@ Save

Type » Value Default Description

billing_sheet.auto_populate_service_facility

- T m m /)

If T, when creating a patient on the Billing Sheet, the service facility... =
billing_sheet.enable_hover_message
billing_sheet.require_dob_new_or_activate_patient
care_to_me.provider_availability.enable

F

F If T, a popup of the full date for the row your mouse cursor is hoveri. ..
F if set to T, requires Date of Birth when creating/activating a patient i...
F If set to T, enable provider availability feature in Care To Me portal. ...

From within the settings page:
1. Click Settings
2. Click Advanced

Inside the advanced settings:
1. Type patient_portal.use_mailbox_messaging on the respective field and hit enter
2. Setthevalueto T
3. Type ui.pat_messages_mailbox.enable on the respective field and hit enter
4. SetthevaluetoT
5. Click on Save
Note*: This is a Coach enabled setting.
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Automatic Document Publishing

This new feature allows the practice to set up documents that can be automatically published based on the
appointment.

'%Q'}? Welcome, Dr. DEV PHYSICIAN 1 - Smith Thu 01/26/23 09:18 AM EST (Logout) Se 1145214 ¢+ 44 (&] 7]

Schedule Documentand Bill Billing ~ Workbench » Search = Reports@ Config + Files~ Versions~ Apps Help~ What's New? Tabs ~ % ?
‘ Home ‘ Schedule Config * ‘ @ My Profile/Change Password
e [ S )
1 Tost Set Default Delete ' Set InActive Payer »
2nd Exam Delete Set Active @ Practice 3 Attachments
5 min appointment Delete Set Active
Acupuncture Delete | Set Active SEET 2 Billing »
Adjust Delete Set Active Contacts 14
Set Default Delete Set InActive | Careplans b
Adjustment & Exam Set Default Delete Set InActive
Set Default Delete Set InActive | Documentation b
Armand Appt Delete  SetActive EHR Connections b
s Set Default o:::m s::;::::: @) Front pesk y Kiosk Customizations
Delete Set Active Logins Point of Sale
Delete Set Active Patient Portal b ®5chedule Config
Set Default Delete Set InActive
Delete Set Active PHI 4
Delete Set Active Reports [ 2
Discharge Delete Set Active Settings
Follow Up Set Default Delete Set InActive

To configure Automatic Document Publishing:
1. Click on Config
2. Hover over Practice
3. Hover over Front Desk
4. Click on Schedule Config

Inside the Schedule Config, click on the Appt Types tab.
Schedule Document and Bill Workbench+ Search~ Reports+ Configv Files+» Versions» Apps Helpr Whi

Home ‘ Schedule Config * | Document Library *

GENERAL | CHECKIN NOTIFICATIONS | SELECTION NOTIFICATIONS LRGSR I TyrPe PAYER MaP | PROVIDER ToDO TyYPes | OFFICE

Family Therapy Set Default Delete Set InActive  Type | Initial Visit ’ ?
Follow Up Set Default Delete Set InActive Description: | Initial Visit ’
Individual Therapy  Set Default Delete Set InActive

Symbol: | Int Vst ’
Initial Visit Set Default Delete Set InActive
MASSAGE (default) Delete | SetinActive ~ DefApptLen: 160 v |
Massage Set Default Delete SetInActive  Color .~ | #F787FF |
reexam Set Default Delete SetInActive  Open No Show Task?
No Default Available in Patient Portal

Allow to Request for Reschedule in Patient

Portal

Publsih/Import .
Documents to Auto-Publish 3 documents | Configure
Save Reset

Once a new appointment type is created, or an existing appointment type is selected, click on Configure.
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Auto-Publish settings

Appointment Type: New Patient (Initial)
[ Document Portal Action When to Create Document
[](ABN) Advance Beneficiary Notice of Noncoverage - English  portal - To Fill & Sign Upon Scheduling
[]***Alpha - FlexNote Portal - To Read Upon Scheduling

[J***Beta - Clinical Consents Portal - To Read Upon Scheduling

[ ***Beta - MHD WHODAS Assessment Portal - To Read Upon Scheduling
[ Adult ADHD Assessment Portal - To Read Upon Scheduling
[ Claim #1.pdf Portal - To Sign Upon Scheduling

No Documents Selected 1 show Selected Only Cancel

From the Auto-Publish settings popup allows the user to set when the document will be published.

Auto-Publish settings The auto-publish option is based on a preconfigured
e | automated schedule which include:

O Document Portal Action Whento Graate Document > Upon Scheduling - the selected document
D0 (48N Advance Bereficiay Notce of Noncorerage - Engish ™| pon Scheduing will automatically be published to the patient
0 **Alpha- Flexote portal-To Read v | 8 s o o Agpointment portal upon scheduling.

[ eetaCiniea Consents Portal-ToFil&Sgn T UponScheduing > 48 Hrs Prior to Appointment - the selected
e M WHODAS Resesement poral To Read T Uonscheduing document will automatically be published at
reR pesesamen Poral Tofeed ) (WeenSehedig _ © 5pm two(2) days prior to the scheduled
e PouslTosen T Upensehwdies T appointment.

No Documents Selected JB show Selected Only Cancel Save

Note: Available documents for auto-publish will be based on the current document library.

Home | Document Library * || Document and Bl *

Document Libra ry VERICLE/EHR - (SANDBOX) SANDBOX
Name Category Portal Action (Default)
(ABN) Advance Beneficiary Notice of —
Noncoverage - English Clinical Documents - - |
*"*Alpha - FlexNote Clinical Documents T Portal - To Read - []
**Beta - Clinical Consents @i BremmETs ~ Portal - To Fill & Sign > [}
**Beta - MHD WHODAS -
Ascessment Clinical Documents ¥ Portal - To Read - | |
PR Clinical Documents ¥ Portal - To Read T [ ]
Claim #1.pdf Clinical Documents Y Portal - To Sign v i
R Clinical Documents ~  Portal - To Read M L]
Functional Rating Index (FRI) Clinical Documents ¥ Portal - To Read - u
Male Sexual Health Questionnaire Clinical Documents ~ | Portal-To Read - i
Metabolic Assessment PN . - ~ e - -

Add a Document to Library: [EEEEES (3111 Upload Document
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'Q’Q;\v- Welcome, Dr. DEV PHYSICIAN 1 - Smith Mon 01/30/23 08:54 AM EST (Logout) Se 115¢521¢ 4+ ¢ ¢ ¢ -

Schedule Document and Bill Billing + Workbench » Search « Repans@Conﬂg + Files+ Versions+ Apps Help~+ What's New? Tabs » X ?
Home Schedule * My Profile/Change Password
- Acct # / Barcode - Patient Month Week |Day|  (Office) Main Office Pt PestiSenices ¥} % TodaysPractiioner= | Logv  0-1-0-0 11 ?
= i - P: b
Last/Nick Name ALEX JONES (DP) <US FALTH (DP) DR. JOHN (DP)
- First/Nick Name - 7:00a ® Practice b Attachments 7:00a -
- Date of Birth - 3 7:15a System b Billing b 7:15a
- Phone 1 - 7:30a Contacts b 7:30a
- Phone 2 - 7:45a ETE N 7:45a
- Email - 8:00a o - . 8:00a
cumentation —
- Assigned Phys - 8:15a 8:15a
0 EHR Connections # .
Clear Create 8:30a — 8:30a
8:45a Front Desk b 8:45a
# |PopupOn| » 9:00a Logins 9:00a  Out of Office
Date ~  Patient 9:15a Patient Portal b | 9:15a
’ 9:30a - 3 9:30a
9:45a 9:45a
10:00a = “ 10:00a
10:15a 1 @) settings 10:15a
1N:2Na 1n:20a | 10202

To enable this feature:
1. Go to Config
2. Hover over Practice
3. Then click Settings

Welcome, Dr. DEV PHYSICIAN 1 - Smith Mon 01/30/23 08:56 AM EST (Logout)

'%{(}V“ Se 11545214 ¢4 o4 (212 ]

Schedule Documentand Bill Biling ~ Workbench ~ Search~ Reports~ Config~ Files~ Versions~ Apps Help~ What's New? Tabs + X ?

Home ‘ Settings "‘

rovJrwcrmowsJore s Jion Jorcrrs Tl woce {705 Jovcus J1ocJcomer Jomec e ] cowars sounnerve ]

Basic Advanced User Defaults

Print Csv Showing 223 of 223 v (@ Save

Type = Value Default Description
billing_sheet.auto_populate_service_facility F F If T, when creating a patient on the Billing Sheet, the service facility... *
billing_sheet.enable_hover_message F F If T, a popup of the full date for the row your mouse cursor is hoveri...

From within the settings page
1. Click Settings
2. Click Advanced

'(bqj\v Welcome, Dr. DEV PHYSICIAN 1 - Smith Mon 01/30/23 08:59 AM EST (Logout) $¢ 1154521¢ ¢4 4o (2]}

Schedule Documentand Bill Biling + Workbench + Search» Reports» Config~ Files» Versions» Apps Help~ What's New? Tabs» X ?

Home Settings *

Basic Advanced User Defaults

Print Csv Showing 10f 223 » & Save@

Type « Value Default Description
ui.appt.auto_publish_document.enable (1) ] [

ui.appt.auto_publish_document.enable T @ F Enable document auto publish configuration in Schedule Config -> A...

Inside the advanced settings:
1. Type ui.appt.auto_publish_document.enable on the respective field and hit enter
2. Setthevalueto T

3. Click on Save
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Patient Phone Numbers to Barcodes

This new feature allows the practice to automatically add the patient's phone number as a barcode. This feature
helps patients to easily remember their barcode when using check-in kiosks.

'%Q:\? ‘Welcome, Dr. DEV PHYSICIAN 1 - Smith Wed 01/25/23

AMEST (Logout) [ $16,204 47,792 1138521 953 7,792 47,792 ¢ 6,559 100% ¢ 100% # 84%

Schedule Document and Bill  Biling ~ Workbench ~ Search ~ Reports »  Config ~  Files v  Versions~ Apps Help - What's New? Tabs » X ?

| tHome || schedule =

Aot eoiod CUeal | patient | Month Weck Day | (Office) Main Office v | (<) Wed 0172512023 [ Today (|| Today's Praciifoner » | Log~ | 0-0-00 | 00 ?

Jayson Save Print Edit Payer History Close Window Delete. 2
07/30/1997 (3 ccount Number * Birth Date Pronoun Sex%  SexatBith  Pafient SSN Medical Record # =
123456789 VRC9406229 @ 071301997 MR- 123 ZEEEEE
- Phone 2 - Last Name sk First Nama Middle N PRM Wonitoring?
jestacio@espoc.com TEST | [JaysSON [ ]
" Assigned Phys - Marital Statusse Stawsk Q lax § Bill Pt (no default Enable new alloc process?
= U - Unknown | [9- Unknown v ,
Clear More ‘ Il ‘ Scan a barcode to add it to this patient % Bl P (oo defal]__ Enaiie Gopay Monitor?
Address (No. Street)% -
ADDRESS  Reminder Call?
I Use Default-Call v
Cityde Statesk Zip Codese ontact Preference?
[CITY OF SAN JOSE DEL MONTE |[PH |[3023 Barcode Date Updated PHONET 2
© 123456789 01/25/2023 RalLGE A ey
Use Default - Don' Sent v
ELEL Previous Address
$ [Popupon| > Manage Barcodes
Referred By £ Patient Followup Note
TueJan2.. JAgar  “ DrNoies
TueJan2.. JAgar NOTES
TueJan2.. JAgar [Peurance info 2
TueJan2.. JAgar
TueJan2.. LAgar =
TueJan2.. LAgar Provider Tax ID: _123456789DEVService Facilty
DEVELOPER PRACTICE [
Tue Jan2 L.Agar
TueJan2.. LAgar Actident Date Current lliness Date DefitDiag! _ Diag2
Tue Jan 2 PAgar ‘ I |
TueJan2 . PAgar i fon From To Condition  EMP. Aul
[ | | Related to

TueJan2.. PAgar

Date of similar fliness Last X-Ray Date Last Seen Date s Pip? Discharged? Date discharged Discharge reason

Tue Jan 2 P.Agar [ ] [ | a2z ] (] [ [ ] [ ]
TueJan2.. PAgar =
Last Statement On Statement # Days Next Statement Has COB issus?
Tuedan2. PAgar b 01253003 0
Mon Jan2... PVelu Collection letter Sent On Template Days Interval Days Grace Period Min Pat. Pmt (Default $30
Mon Janz... Pyelu L 1 [s0 | [w I
MonJan2... PVelu Reset Max Ben on Date Max Ben Last Reset on Met Max Benefit?

Enabling this new feature automatically adds the Phone 1 from the patient’'s demographics into their barcode.

ogout) Se 11545214 4 40

Schedule Documentand Bill Billing~ Workbench » Search- Reports+ Config~ Files~ Versions~ Apps Help~ What's New? Tabs» X ?

'%((’&? Welcome, Dr. DEV PHYSICIAN 1 - Smith  Fri 01/27/23 03:26 PM EST

Home = Schedule *

VRC8905919 | Patient | Month Week Day | (Office) Main Office v ||« Fri 01/27/2023 [@ Today »| Today'sPractiioners Logv 2.0-2.0 | 44 ?
Tester

Statement PATIENT TESTER Accti VRC8905919
Patient (Jumi)
PATIENT mro' P

08/16/1997 03
Print i Close Window Delete ?
+639614591904 Seve R Py wory
- Phone 2 - Account Number * Birth Date Pronoun Sexk  Sexat Birth Patient SSN Medical Record #
- VRCBI05919 & [08/16/1907 ] ggs he / him v M v v ( [ f
jumilandelapenaece@gma g -
Assigned Phys Last Name e First Name % Middie Name Previous Name Suffix Chosen/Preferred Name  Email PRM Monitoring?
o " TESTER PATIENT THE PATIENT | [ ‘ JUMI | I\um\\unde\apenasw@gmall com
lear lore o C - Sont? - 4 "
Marital Statusde Employmen! Staks% ASA Class First Visit Date Call Patient Max $ Bill Pt (no default) ___Enable new alloc process’
[Use Default - Call v v
S.Single | [ 1. Employed Full Tme V| [ | [ | ST J
= Max % Bill Pt (no default)
Address (No_Strast)% Phone Max Days Between Vists [ Use Default- Don’ Cor v | | e iy B OCET L,
1:123456789 [ J Private Pay Balance AClion  aoot Reminder Call? Y
2 Upcoming Visit Window [Use Default - General £ V' | [{jsg Default - Call v
1 General Balance Action Conlact Preforence?
%ﬁ’v‘ 55‘:'“* lzgw: Dcnoan* RS Default Appt Type (Use Default- Bl Pat.__ | (pHONET v
( v ] Send Statemont Send [HCFA Attachments
# [PopupOn| » [Use Defautt - No Send_\ | ['se Default - Don't Ser '

Send e-Stalement

Advanced v Previous Address

FriJan27 ... T.Test »  Referred By & Patient Followup Note Notes

FriJan27 ... T.Test

FriJan27 ... T.Test ‘

FriJan27 ... T.Test | V7
Insurance Info

Fridan27 ... T.Test

Dr. Notes

FriJan 27 ... M.Jones

Frl Jan 27 M Jones

Once the patient’s Phone 1 is filled in and saved, users can view the patient barcodes by clicking the Manage
Barcode button.
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o

Scan a barcode to add it to this patient

| Add
Barcode = Date Updated <
0123456789 01/27/2023

The phone number will now be added into the
patient’s barcode.

& Welcome, Dr. DEV PHYSICIAN 1 - Smith Mon 01/30/23 08:54 AM EST (Logout) S+ 11565214 44 44 (8]}
Schedule Document and Bill Billing + Workbench » Search « Repons@ Config» Files~ Versions~ Apps Help~ What's New? Tabs» X ?
Home | Schedule * My Profile/Change Password
- Acct # [ Barcode - Patient Month Week |Day|  (Office) Main Office SEARSLSSe ¥ | %/ TodaysPractiioner~ = Log~ = 0-1-0-0 | 1-1 2
- i - Pa
Last/Nick Name ALEX JONES (DP) bilr 4 HEALTH (DP) DR. JOHN (DP)
- First/Nick Name - 7:00a @ Practice 4 Attachments | 7:00a -
- Date of Birth - 3 7:15a System 3 Billing b 7:15a
- Phone 1 - 7:30a Contacts » 7:30a
- Phone 2 - 7:45a TS b 7:45a
- Email - 8:00a - et . 8:00a
umentation ——
- Assigned Phys - 8:15a e — 8:15a
g onnections 5
Clear Create Mo 8:30a L 8:30a
8:45a Front Desk 4 8:45a
% [(Popupon| » 9:00a Logins 9:00a  Out of Office
Date  ~ Patient 9:15a PatientPortal b ||| 9¢15a
’ ’ 9:30a - g 9:30a
9:45a 9:453
10:00a L L 10:00a
10:15a @) Settings 10:15a
10:30a 0:30a 10:30a
1NARA 1N ARA ANARS

To enable this feature:
4. Go to Config
5. Hover over Practice
6. Then click Settings
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'Q)qj\v Welcome, Dr. DEV PHYSICIAN 1 - Smith Mon 01/30/23 08:56 AM EST (Logout) S¢ 11545214 ¢4 ¢

Schedule Documentand Bill Biling + Workbench + Search» Reports+ Config~ Files» Versions+» Apps Help~ What's New? Tabs » X ?

Home Settings * ‘

Basic Advanced User Defaults

Print Csv Showing 223 of 223 » & Save

Type Value Default Description
billing_sheet.auto_populate_service_facility F F If T, when creating a patient on the Billing Sheet, the service facility... =
billing_sheet.enable_hover_message E F If T, a popup of the full date for the row your mouse cursor is hoveri...
billing_sheet.require_dob_new_or_activate_patient F F if set to T, requires Date of Birth when creating/activating a patient ...

T F If set to T, enable provider availability feature in Care To Me portal. ...

care_to_me.provider_availability.enable

From within the settings page:
3. Click Settings
4. Click Advanced

Schedule Document and Bill Workbench » Data Entry + Search Reports+ Config~ Files~» Versions~ Apps Help~ What's New? Tabs» XK :} ?

Home Settings *

Basic Advanced User Defaults

Print Csv Showing 1 of 467 » (& Save®

Type « Value Default Description
ui.patient.auto_import_phone_barcode (1) | [ ] [
ui.patient.auto_import_phone_barcode T ( : } F When (T)rue - Patient.Phone1 will be automatically imported to the p...

Inside the advanced settings:
6. Type ui.patient.auto_import_phone_barcode on the respective field and hit enter

7. SetthevaluetoT
8. Click on Save
Note*: This is a Coach enabled setting.
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Patient Statement Option to display Date of Birth

This new feature displays the patient’'s DoB or date of birth on the patient statement.

Patient DOB: 07/30/1997

Welcome, Dr. DEV PHYSICIAN 1 - Smith

Mon 01/30/23 08:54 AM EST (Logout)

Schedule Document and Bill  Billing + Workbench ~ Search ~ Repoﬁs@(:onﬂgv Files» \Versions~ Apps Help~ What's New?

Se 115¢521¢ o ¢ oo

=

Tabs »

Home || Schedule *

My Profile/Change Password

- Acct # / Barcode - Patient Month Week @ ‘ (Office) Main Ofﬂce’ SPaitySenvices - » Today's Practitioner~ Log+ 0-1-0-0 1-1 (?
- Last/Nick Name - ALEX JONES (DP) et " heanace. DR. JOHN (DP)
- First/Nick Name - 7:00a @ Practice 4 Attachments ] 7:00a -
- Date of Birth - & 715a System »|  Biling C 7:15a
- Phone 1 - 7:30a Contacts » 7:30a
- Phone 2 - 7:45a ETS N 7:45a
- Email - 8:00a PO 8:00a
- Assigned Phys - 8:15a g 8:15a
. nni ns N

Clear Create o 8:30a L 8:30a

8:45a Front Desk 3 8:45a
# (PopupOn| » 9:00a i 9:00a  Out of Office
Date  ~ | Patient 9:15a Patient Portal b | 9:15a
. 9:30a - N 9:30a

9:45a 9:453

10:00a ||k ’ 10:00a

10:15a 1 (@) settings 10:15a

10:30a 10:30a 10:30a

1N:AE~ 1N:AE~ 1NAE~

To enable this feature:
1. Go to Config
2. Hover over Practice
3. Then click Settings
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Se 1545214 ¢4 o0 a

Mon 01/30/23 08:56 AM E

Welcome, Dr. DEV PHYSICIAN 1 - Smith

Schedule Documentand Bill Biling + Workbench + Search» Reports+ Config~ Files» Versions+» Apps Help~ What's New? Tabs » X ?

Home ‘ Settings "‘

Frov—Jrwcrmows Jorie s {ios Jorors TRl oce {705 Jrvcus J1ocJoomer Jrmec puros ] cowars ] sounnere ]

Basic Advanced User Defaults

Print Csv Showing 223 of 223 » & Save

Type Value Default Description
billing_sheet.auto_populate_service_facility F F If T, when creating a patient on the Billing Sheet, the service facility... =
billing_sheet.enable_hover_message F F If T, a popup of the full date for the row your mouse cursor is hoveri...
billing_sheet.require_dob_new_or_activate_patient F F if set to T, requires Date of Birth when creating/activating a patient ...

T F If set to T, enable provider availability feature in Care To Me portal. ...

care_to_me.provider_availability.enable

From within the settings page:
1. Click Settings
2. Click Advanced

S+ 11545214 + ¢ + ¢

What's New? Tabs~ X ?

ith Mon 01/30/23 09:20 AM EST

Welcome, Dr. DEV PHYSICIAN 1

V.
&
Schedule Documentand Bill Biling + Workbench + Search » Reports~ Config~ Files~ Versions~ Apps Help~

Home Settings *

Basic Advanced User Defaults

Print Csv Showing 10f223 v & Save@

Type « Value Default Description
ui.patient.statements.show_patient_dob (1 ) ] [ I [
ui.patient.statements.show_patient_dob T @ F If set to T, show patient date of birth in new patient statements.

Inside the advanced settings:
1. Type ui.patient.statements.show_patient_dob on the respective field and hit enter

2. SetthevaluetoT
3. Click on Save
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XDocs Macro Management

Previously, macros could only be managed by opening a document and going to the Macros tab. Now, Macros
can be managed without opening existing documents.

'Qg(/\? Welcome, Dr. DEV PHYSICIAN 1 - Smith Wed 01/25/23 10:56 AM EST (Logout)

Schedule Document and Bill Billing» Workbench » Search+ Reports» Config~ Files» Versions+ Apps Help~ What's New? Tabs» X ?

Home Manage Document Macros *

Document Macros @ Import € [STTHP s 9 Show Al Show Created By Me

Name Provider Person

ADL Testing Macro 123456789DEV devphysician1 -
Sharp Pain Middle Back 123456789DEV devphysician

Doctor Apurva 123456789DEV devphysician

Diagnosis Macro 123456789DEV devphysician

prabakar-supernote-test-macro 123456789DEV devphysiciani

Test shoulder Pain V2 123456789DEV devphysician1

Kneepain Drowsiness 123456789DEV devphysician

Manual Therapy Macro 123456789DEV devphysician1

Middle Back Acupuncture 123456789DEV devphysician1

Knee Pain Gradual Onset 123456789DEV devphysician1

Blank macro test 2 123456789DEV devphysiciani

Prescription Template - Blank Xdoc 123456789DEV devphysician

meg-cervical test 123456789DEV devphysician1 -

Within the Manage Document Macros, users have several options in managing their macros such as:
1. Import - allows users to import macros for use.
2. Export - allows users to export existing macros for others to use.
3. Show All/ Show Created By Me - allows users to toggle between displaying all available macros or
macros created by the user.
4. Activel/lnactive - allows users to toggle between viewing active or inactive macros.
Rename - allows users to rename the selected macro.
6. Delete - allows users to delete the selected macro.

o
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'@Q’}V Welcome, Dr. DEV PHYSICIAN 1 - Smith Wed 01/25/23 1 AMEST (Logout)

Schedule Document and Bill Billing v Workbench »  Search Rapﬂﬁ@ Config » Files~ Versions~ Apps Help~ What's New?

Home |

Messages and Alerts

As of 01/24/2023 you have 1 tasks completed and waiting for your approval.

FYE]

-

Please go to the Task Workbench and choose Owed from the My Bench

menu to see your pending tasks.

As of 01/24/2023 you have 154 claim(s) missing for checked in patients. Act ¢
fast to avoid timely filing denials.

As of 01/24/2023 you have $ 23,418.52 outstanding on your workbench. Act ¢
now to avoid losing money to timely filing.

Your EOB Fax Number is2672957323

01/24: 6511782: Sent paperwork wil follow up in 2 days

* 5996125: 01/24/2023 :

Quantity: 30

* 6008843: 01/24/2023 :
* 5723274: 01/24/2023

Quantity: 3

* 4530853: 01/24/2023 : Please refill item CH0023 Roll-on (2 pack) .Only -3 left
* 5669009: 01/24/2023 :

: Please refill item CH1178 Centrum Silver .Only 3 left.

* 6149188: 01/24/2023

Please refill item CHO070 Eye Drops .Only 0 left.Ordei

Please refill item CH0202 vitamins .Only -8 left.
Please refill item CH0252 Office Visit .Only 5 left.Ordel

Please refill item CH1234 Training Test Castro .Only -

01/22: 6149188: 01/22/2023 : Please refill item CH1178 Centrum Silver .Only 3

* 5996125: 01/22/2023 :

Quantity: 30

4

Please refill item CHO070 Eye Drops .Only 0 left.Order

>

This new feature can be found by:
1. Clicking Config
2. Hovering over Practice
3. Hovering over Documentation
4. Clicking Manage Document Macros

4
1

4

-

My Profile/Change Password

3rd Party Services 2
Payer 3
Practice 3
System 3

$16,204 ¢ 7,792 113 521 ¢ 983 7,792 ¢ 7,792 ¢ 6,559 100% ¢ 100% ¢ 84% -

Attachments
Billing
Contacts

Careplans

Patient Visit Ave @ Documentation
-4

Cancelled Appointments
0-0
No Shows Non Cancelled
0-0

A Patient Visite
27.54

A New Pg
4.18

W # Workbe
265 -

EHR Connections
Front Desk
Logins

Patient Portal
PHI

Reports

Settings
V.74 = UL

vy v v v v v

[ 06/2020

oj2)~

[6e s e

Average Visit Income

EMR Macro Configuration
XDoc Templates

@ Manage Document Macros

Manage Field Macros

Total Billed
2,898 - 1,399

Total Collected

bill dzw-w.sao
nbille
’%&0.447

Tabs + X

Quick Links 7|~
Schedule

Document and Bill
Check-in Kiosk

Prov Room Kiosk

Provider Workbench
Patient Comms

Tasks

Tracking 7 -

Mine Owed Team

Open 4 113 5
Pending 0 1 1
Closed 0 0 0
Discarded 0 0 0

?
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FlexNote Updates
Updated Salted Value Highlights

Salted Values (values that are pulled in from the previous notes) are highlighted for visibility and automatically
de-highlighted once the value is updated.

'@Qf\v Welcome, Dr. DEV PHYSICIAN 1 - Smith Thu 01/26/23 09:02 AM EST (Logout) S+ 1144521 ¢¢ o -

Schedule Document and Bill Biling~ Workbench » Search~ Reports » Config~ Files

Versions » Apps Help» What's New?

Tabs» X ?
Home | Document and Bill *

> HPI @ Field Navigator o
v

)
B
s

Type ¥  Created: 1/26/2023 at 9:01 AM  Encounter: 12/31/2022 at 11:30 AM  Service

1< < 56 > ]| ,’
Date: 12/31/2022 ‘
Paragraph vB I U S & = =X x &= AveLevE =E = E L [_:—: Note Editing Toolset X

< )
m v E O Add Task New Field Macros Prior Notes
History of Present Illness
Patient Tester, Patient The, age 25, presents today to establish care. he / him is having pain in back since a week . Macro Set .
Chiropractic Note Macros Tk

Allergies: he / him doesn't report any allergies.

Past Medical History: he /him doesn't report any medical history.

Current Medications: he / him doesn't report any current medication.

Initial Eval - 99202 - One Complaint
Social History Administered? Does not have social history record.

Patien Name: {patient_name} Patient DOB *
Review_of_Systems

General/Constitutional: {denies?}
ENT: {denies?}

Respiratory: {denies?}
Cardiovascular: {denies?}

Title {field} {field} This is {patie
Title {field} {field} This is {patie
Gastrointestinal: {denies?}

Genitourinary: {denies?}
Musculoskeletal: {denies?!

@ o
CPT: Add Macro

25



New Add Addendum Option

A new option is available at the bottom of the signed-off note, which is the Add Addendum button, this allows
the provider to add additional information to be added without un-signing the original note.

7 Add Addendum

To do so, click the Add Addendum button at the bottom of part of the signed note.
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Schedule Documentand Bill Billing~ Workbench » Search ~ Reports + Config~ Files~ Versions~ Apps Help~ What's New?

Home | Document and Bill || Manage Document Macros |

N HPI ®

N ) & Signed 01/25/2023 at Document is HEE |
No N Created: 1/25/2023 at 11:21 AM by Dr. DEV edlsmried H [ N é ) 56 ‘
11:10AM  Encounter: 12/31/2022 at 11:30 AM PHYSICIAN 1 - Smith (read-only)

Service Date: 12/31/2022
[_—:. Note Editing Toolset x
L

(@ Field Navigator

History of Present Illness

Patient Tester, Patient The, age 25, presents today to establish care. he / him is having pain in back since a month . u
acros or N art

Allergies: he / him doesn't report any allergies.

Macro Set
Past Medical History: he / him doesn't report any medical history. ) .
Chiropractic Note Macros
Current Madications: he / him dosen't rennrt anv enerent medication

Paagaph v B ] U & L 2 T X, ) = = AvSLVvE=E =E=E T B- Initial Eval - 99202 - One Complaint
E Patien Name: {patient_name} Patient DOB ' :
Additional Information.. @ Title {field} {field} This is {patie =+
Title {field} {field} This is {patie H ‘
&
:
L"

G o
@ CPT: @ Clear ’ Add Macro ‘

From here, clinicians can add additional information that has been missed out on the original note. Once the
information has been added, simply click on the Save Addendum button to update the note.

Addendum
Additional Information...
Added 01/25/2023 at 11:36 AM by devphysician1

The Addendum will be shown on the bottom part of the updated note.

27



