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Introduction

With IMS InTouch, your practice can communicate with patients through several
IMS modules. You can securely send appointment and allergy shot reminders,

notes, statements, and documents to patients via email or text.

This document aims to guide you through the features that are available in the

email service of IMS InTouch.

With the email service, your selected files are sent to the patient’s email address
entered on the Patient Master screen. The following sections discuss how to set up

and use the email service in five IMS modules.

Note:

To turn on and complete the setup for the email service, the Enable Email Interface and Send
Text/Email to patient for appointment confirmation backend parameters needs to be
activated. Contact an authorized Meditab representative to activate the parameters.

Credentials Setup

Once the email service is installed in your IMS, it is necessary that the
administrative user sets up the email credentials that will be used to send the

email messages to the patients.

To set up the credentials, follow these steps:

1. On the IMS menu bar, click Setup, and then click User Parameters.
2. In the upper-left pane of the Parameters window, click Email.

3. In the Value column of the upper-right pane, enter the applicable information.

41IMS InTouch

GROUP



Intelligent

L)
@ "
TIMS T v
Software

User Parameters -
# Biling | || Fiter |7 clear |
# Visit Note
# Visit Note Template Parameter | Value
-4 Schedule/Check In-Out > Do not use <@your_domain.com> while connecting to No
4% Reminder & Fax SMTP Server
4 Prescription Email Display Name ‘;.- Y ‘
-4 Scanner Email ID ‘ Fre——— ‘ v
-4 Cosmetic Surgery Email Password — |
-4 Other Maximum size of an Email Attachment(in MB) ‘ 1%
Secure SMTP Server [Yes
SMTP Port Number -
SMTP Server Name { " J
Parameter Help
[This parameter allows you to decide whether you want to use your domain name or not while connecting to SMTP  ~
lserver.
For E.g.. If you have used Test@example.com. -
o Set the value "Yes” if you want to use full email while connecting SMTP server. If you set the value Yes then it
will take the full email ID, test@example.com ID while connecting the SMTP server.
Sat tha valua "Na” if van do oot want tn e full amail addrase whila connacting tha SMTDR carvar 1f vou catb v
‘ IIS[ System Parameters ” Copy System Parameters To Other User | ‘

Figure 1 In the Parameters window, enter the applicable details in the
Value column to set up your email parameters.

Note:
If you want to set a limit for the file size of the email attachments, enter the maximum

size (in megabytes) in the Value column for the Maximum size of an Email Attachment(in
MB) parameter.

Click the check symbol ¥ so that the system automatically verifies the validity of your
email information.

4. Click Save, and then click Close.
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Email Service Setup

The email service is available in the Appointment Reminder, Patient Documents,

Patient Notes, Patient Statements, Patient Reminder, and Milestones modules. To

access the email service functionalities through these modules, do the necessary

setup tasks.

Set the parameters for the time interval of
the email messages

You can set the time interval when the systems send the applicable email

messages to the patient.

To adjust the time interval of the email messages, follow these steps:

1.

N MEDITAE

On the IMS menu bar, click Setup, and then click System Parameters.

. In the upper-left pane of the Parameters window, click IMS InTouch Text/Email.

. In the Value column of the upper-right pane, enter the applicable details for the

following parameters:

Email to be sent in between. Specify the time interval when the system sends

email messages to the patient.

Time Zone of the Text/Email Application Server. Select the time zone used by the
system when sending email messages.
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System Parameters

% Modules/Features I
: tP

: \[;i:i?:\lrz?: o Parameter Value

-4 Prescription > IEnﬂ to be sent between 12:00 AM E To 11:59PM %l

- Bill General

. A N ~
% Charge Posting Text to be sent between 1201 AM -5 To 11:59PM -

- Payment Posting ITione of Text/Email Application Server EST [
% Insurance Claim = 5
% Schedule Text/Email During Weekend [Send on both days

% Check In/Out Appointment reminder mode Text/Email :

4% Report Print . .
Days to send first appointment reminder before
@ PDA actual appointment.

% Point of Sal Interval of days to resend Email/Text to patient for W
& Ut;lnlo ae appointment confirmation.

% IMS Care Portal No. of attempts to resend Email/Text if no reply E:

e T from user for appointment confirmation
= Q{. nTouch Text/Email 5 o A =
& Other g;ndirl.l‘nal na‘ppomlmen! reminder before the actual  Dayls) . 13,

|| Fiter |7 clear |

% Cosmetic Surgery

Send Text/email for missed appointment Yes
Send Birthday Greetings to patient No :

Parameter Help
IMS will send emails between specified Time Interval.

Note: This is applicable to IMS InTouch Emails Only.

v

] user Porameters | B save ][0 close_|

Figure 2 In the Parameters window, enter the applicable details in the Value
column to set up your email parameters.

4. Click Save, and then click Close.

Set up the email service for the Appointment
Reminder module

The Appointment Reminder module allows you to send email reminders to other
IMS users and patients about scheduled appointments.

N 7/IMS InTouch
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Activate the email service for the Appointment Reminder module.

Before you set up the Appointment Reminder module, adjust a system parameter
to activate the email service.

To adjust this parameter, follow these steps:
1. On the IMS menu bar, click Setup, and then click System Parameters.
2. In the upper-left pane of the Parameters window, click IMS InTouch Text/Email.

3. From the Value list for the Appointment reminder mode parameter, select
Email.

s’ Parameters _

:g] System Parameters
# Modules/Features I
# Document Path

||@Eillel ”Q.Elear |‘

. Parameter Value
# Visit Note
# Prescription Email to be sent between 12:004M £ Te 11:59PM &
# Bil General
1201 &M -2 11:59PM -5
% Charge Posting Text to be sent between s To <
% Payment Posting Timezone of Text/Email Application Server EST E]
# Insurance Claim . s
% Schedule Text/Email During Weekend Send on both days E]
# Check In/Out > |Appointment reminder mode Email I
: g[e)zuvt Pint Days to send first appointment reminder before
& C oS actual appointment.
@ Po.sme’u; Iu ey Interval of days to resend Email/Text to patient for 1.2
& U;ml of >ale appointment confirmation.
@ IMS Care Portal No. of attempts to resend Email/Text if no reply 33
Q. [HiS] aTre c’:rtTa e from user for appointment confirmation
*"’:' Oth nfoucn]iest Emas Send final appointment reminder before the actual  Day(s) El 15
ther appointment
Send Text/email for missed appointment Yes E]
Send Birthday Greetings to patient No E]
Parameter Help
[You can specify which reminder mode should set for all the patients by default in appointment booking screen. ~

Set Email, if you want to send the appointment reminder from email.

Set Text, if you want to send the appointment reminder from text.

Set IVR, if you want to remind patients using IVR.

Set Text/Email, if you want to send the appointment reminder from email and text both.
Set No reminder, if you do not want to send the appointment reminder.

v

1 User Prameters | B sove O cose |

Figure 3 In the Parameters window, adjust the Appointment reminder
mode parameter to turn on the email service.
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Prepare the letter template. You can customize the contents of the email

messages that you send to the patients. It is necessary to create the applicable

templates, and then link it to the Appointment Reminder module.

The letter templates that you need for the Appointment Reminder module are the
following:

e Appointment Reminder for Email. The Appointment Reminder for Email template
is for email messages that are sent to the patients when the system
automatically notifies them about their appointment in Scheduler. These letters
include the link that patients can use to access the page where they can

confirm or cancel their appointment.

e Final Appointment Reminder for Email. The Final Appointment Reminder for
Email template is for the final email reminders that are sent to the patients.

These email messages contain details about the patient’s appointment.

e Missed Appointment Reminder for Email. The Missed Appointment Reminder for
Email template is for email messages that are sent to the patients whose
appointments are marked as missed.

If you want to edit the templates, you may do so in the Letter Template window.
To edit the templates, follow these steps:

1. On the IMS menu bar, click Setup, and then click Other.

2. In the left pane of the Setup Center window, double-click Letter Template.

3. On the gold bar of the Letter Template window, select Text/Email from the Type
list, and then select the template that you want to use from the Select list.

4. Edit the template in the center pane.

. 91IMS InTouch
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Note:
You can now use the Subject tag under Sp. Columns in the Field List pane to customize
the subject line for the email messages. Any information included inside the Subject tag s

shown in the subject line.

You can select Immunotherapy in the right pane of the Letter Template window to
customize allergy shot letter templates. Immunotherapy is only available if you turn on
the Immunotherapy module in IMS. For more information about allergy shot reminders,
see Set up the email service for the Immunotherapy module.

5. Click Save, and then click Close.

Set up letter templates that have graphical content. To set up HTML

templates for reminders that contain graphics, follow these steps:
1. On the IMS menu bar, click Setup, and then click Other.

2. In the left pane of the Setup Center window, double-click HTML Letter
Template.

3. In the HTML Letter Template window, do any of the following:

e Tocreate a new letter template, click New in the lower pane, and then create

the content of the new letter in the center pane.

e To edit an existing HTML letter template, select the applicable template from

the Select list on the gold bar, and then make the necessary changes.

e To open and edit an HTML letter template that is not created in IMS, click Load
HTML, and then open the applicable file.

. 10/IMS InTouch
QMEDITAB

GROUP



Intelligent

5 e
IMS Medical
Software

Note:

To copy the content of an existing template, click Copy From Template in the lower pane,
click the applicable template in the Select Letter Template window, and then click Ok.

When the “Existing data will be overwritten with the content of the selected template.

Are you sure you want to continue?” message appears, click Yes.

You can also access the source code of the selected template. To access the
corresponding source code, click Tools on the menu bar of the HTML Letter Template
window, and then click Source code. In the Source code window, you can copy and paste
the source code of the applicable HTML template to open and edit the template in IMS.
In the source code, the path to any image should be an absolute path.

For more information, contact the Implementation Team.

4. Apply the necessary tags under the categories in the right pane, and then click
Save.

5. In the Letter Template window, enter the necessary information, and then click
Ok.

6. In the HTML Letter Template window, click Close.

Link the letter template with the applicable reminder. when the

letter template is available in the system, you can link every letter template with its
corresponding reminder.

To link the letter template with the applicable reminder, follow these steps:
1. On the IMS menu bar, click Setup, and then select Admin.

2. In the left pane of the Setup Center window, double-click Text/Email Templates.
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3. In the Text/Email Templates window, select Email from the Type list of the

applicable option.

4. From the list in the Category column, select the applicable category for the

template.

5. From the list in the Template column, select the template that you created or
modified.

For more information about creating or modifying letter templates, see

“Prepare the letter template” in Set up the email service in the Appointment

Reminder module.

7' Text/Email Templates (> ]
| Type* | Category™ Templ. [ [~

1. Emai Appointment Reminder E] email_Appointment (T ext/Email) E]

2. Email Final Appointment Reminder Email_FinaI_Appoinlrnenl_HemincE]

3. Emai Missed Appointment Reminder EmaiI_Missed_Appointment_RemiE]

4. Emai Patient Document email_patient_document [Teul/ElE]

> Email Portal Forms Reminder Test [Clinical Summary) E]

6. Emai Partal Appointment Alert E] Partal Appointment Alert [AppoinlE]

7. Emai Patient Notes email_patient_note (Text/Email) E]

8. Email [y | Reminder Email_Reminder (Text/Email [y ] -

9. |Email [ | Patient Statement Format 3 (CUSTOMIZED PATIEN | Figu re4 The Text/ Email
10. Text Appointment Reminder Text_appointment_reminder [TexE] E} T empl at es WII’] d ow
11, Text Final Appointment Reminder Text_FinaI_Appoinlmenl_Heminch]@]

12. [Text Missed Appointment Reminder Text_Missed_Appointment_Hemir[z]@]

13. [Text Patient Document Text_Patient_Document (Text/Ei[y |

14, [Text Portal Forms Reminder Text_Reminder_for_forms_nat_fily |

15. [Text Birthday Greetings Text_Bithday_Greetings (Peels) [v] —

16. [Text Portal Appointment Alert Portal Appaintment Alert. (Appoint| v |

Text limit is 160 characters, it might send multiple Text accordingly.
Text will be sent to patient. - Select Visit Type(s) v

I@ Add I@ Delete “B Save “@ Close I l

6. Click Save, and then click Close.

Schedule the automatic reminders. The system automatically sends and

resends reminders to patients through email. You can customize the schedule and

frequency of these reminders that are sent to the patient. You can also specify the

. 12|IMS InTouch
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number of attempts to contact the patient if the patient does not respond to the

email reminder.

To set the schedule and frequency of reminders, follow these steps:

1. On the IMS menu bar, click Setup, and then click System Parameters.

2. In the upper-left pane of the Parameters window, click IMS InTouch Text/Email.

3. In the upper-right pane, adjust the following parameters:

e Days to send first appointment reminder before actual appointment. To
automatically send an initial reminder to the patient in a specific number of
days before the appointment, enter the number of days in the Value column for
the Days to send first appointment reminder before actual appointment

parameter.
To set up the parameter, do any of the following:

o Enter the number of days before the appointment day when you want to

send the first appointment reminder to the patient.

o Set the parameter to a negative value if you do not want to send the first

appointment reminder to the patient.

o Set the parameter to blank if you want to send the first appointment

reminder as soon as you schedule the reminder to the patient.

o Enter O if you want to send the first appointment reminder to the patient on

the same day of the appointment.

e Interval of days to resend Email/Text to patient for appointment confirmation. To

automatically resend the initial reminder after an interval of days, enter the

. 13|IMS InTouch
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number of days in the Value column for the Interval of days to resend Email/Text
to patient for appointment confirmation parameter.

e No. of attempts to resend Email/Text if no reply from user for appointment
confirmation. To set the number of times IMS resends the reminder when the
patient does not respond, enter the number of times in the Value column for
the No. of attempts to resend email if no reply from user for appointment
confirmation parameter.

e Send final appointment reminder before the actual appointment. To
automatically send the final reminder days or hours before the appointment,
select either Day(s) or Hour(s) from the list in the Value column for the Send
final appointment reminder before the actual appointment parameter, and then
enter either the number of days or hours in the box to the right of the list.

g5’ Parameters _
:Eé] System Parameters = =
"% Modules/Features | Ij Filter ”1-/— Clear l
: egngl Path Parameter Value
% Prescription > Email to be sent between 12004M -2 To 11:53PM -3
% Bill General . ~ . -
% Charge Posting Text to be sent between 1201 AM -2 To 11:59PM .S
% Payment Posting Timezone of Text/Email Application Server EST
: lSnz::d:I:: Claim Text/Email During Weekend Send on both days
% Check In/Out Appointment reminder mode Text/Email E]
: S;iort Frint Days to send first appointment reminder before
& C s actual appointment.
& Po;mel[lcs lurgery Interval of days to resend Email/Text to patient for 1.5
* U‘;'"l ofraale appointment confirmation.
. . A
% IMS Care Portal ::;noursaelrh:::ph to resend Emall'IITelx.tl if no reply s
S nTouch Tex/Emal e p—" -
i_’ JIC Uil Eai Send final appointment reminder before the actual  Day(s) 15
ther appointment
Send Text/email for missed appointment Yes
Send Birthday Greetings to patient No

Figure 5 In the Parameters window, adjust the Send final appointment reminder
before the actual appointment to set the time when IMS sends the final
reminder.

. 14| IMS InTouch
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Click Save, and then click Close.

Note:

The patient receives the final appointment reminder even if the appointment remains

unconfirmed.

Send email reminders for missed appointments. You can choose

whether to send or not send email messages for missed appointments.

To turn on the email messages for missed appointments, follow these steps:

1.

4.

On the IMS menu bar, click Setup, and then click System Parameters.

. In the upper-left pane of the Parameters window, click IMS InTouchText/Email.

. From the Value list for the Send Text/email for missed appointment parameter,

select Yes.

Click Save, and then click Close.

Set up email reminders for weekends. Based on the preferences of your

clinic, you can set whether or not to send email reminders during weekends.

To set up email reminders for weekends, follow these steps:

1.

N MEDITAE

On the IMS menu bar, click Setup, and then click System Parameters.
In the upper-left pane of the Parameters window, click IMS InTouchText/Email.

From the Value list for the Text/Email During Weekend parameter, select any of

the following:

Send on both days. Select Send on both days to send reminders on Saturdays
and Sundays.

15]IMS InTouch
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e Do not send on Saturday. Select Do not send on Saturday so that the system
sends the reminders on Sundays, but not on Saturdays.

e Do not send on Sunday. Select Do not send on Sunday so that the system sends
the reminders on Saturdays, but not on Sundays.

e Do not send on both days. Select Do not send on both days if you do not want to
send reminders during weekends.

Note:
If you select any of the last three options, the patient does not receive reminders even if
he or she subscribes to email reminders for a certain module. For more information

about reminder subscription, see Set up the email notification preference of a patient.

B

i Parameters
_éﬁ System Parameters ’ I

# Modules/Features Hﬁ Filter ||[Z§lear | ‘
# Document Path
£ Vist Note Parameter Value
# Prescription Email to be sent between 12.004M -5 To 11:59PM -
% Bil General
12:01 AM -5 11:59 PM -5
% Charge Posting Text to be sent between s To <
# Payment Posting Timezone of Text/Email Application Server EST [v]
B Insuance Clsim > Text/Email During Weekend Send on both days V]
# Schedule e
# Check In/Out Appointment reminder mode kbl
% Report Print Do not send on Saturday
enart Fm Days to send first appointment reminder before Do not send on Sunday
& PDA X actual appointment. Do not send on both days
: ’EO.STE?‘;SIUIQEW Interval of days to resend Email/Text to patient for 1.2
* U‘;'n of sale appointment confirmation.
% IMS Care Portal No. of attempts to resend Email/Text if no reply 33
. IS ‘?r'e ‘:1‘? e from user for appointment confirmation
% Oth ouen TeREm Send final appointment reminder before the actual  Dayls) &
ther appointment
Send Text/email for missed appointment Yes [v]
Send Birthday Greetings to patient No  [V]

Figure 6 In the Parameters window, adjust the Text/Email During Weekend
parameters to customize the reminders that are sent during weekends.

4. Click Save, and then click Close.

N 16| IMS InTouch
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If you set that no reminder is sent on weekends, the email reminder for an
appointment that is scheduled after the weekend may be sent before or after the
weekend. This depends on the purpose of the email or from which module the
email message was sent. To know when the email messages are sent for each

module, see Table 1 in Appendix.

Customize the delay for the reminders of appointments that are
scheduled on the fIy. When the parameters are configured to immediately

send the first appointment reminder when you schedule an appointment, you can
set a time delay (in minutes) for the reminder. This is commonly referred to as

reminders that are sent on the fly.

After the appointment is scheduled, the appointment reminder is sent based on

the set delay.

To set the delay for appointment reminders that are scheduled on the fly, contact

an authorized Meditab representative.

Customize letter templates for specific procedures. To suit your

clinic’s preferences, you can also create and customize a letter template for a
specific procedure.

Customizing templates for procedures is generally the same as creating letter
templates, but there is a specific tag that you can use to put the procedure details
in the letter template. For more information about setting up letter templates, see

“Prepare the letter template” under Set up the email service for the Appointment

Reminder module.

To customize a letter template for a specific procedure, follow these steps:

1. On the IMS menu bar, click Setup, and then click Other.

. 17| IMS InTouch
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. In the left pane of the Setup Center window, double-click Letter Template.

3. On the gold bar of the Letter Template window, select Text/Email from the Type
list, and then select the applicable letter template from the Select list.

4. Edit the template in the center pane.

5. In the right pane, type detail in the Search box, and then press Enter.

[, Remave line if no data found

Search:
Idetaii |

Field List

5 Schedule/Check in-out Figure 7 In the right pane of
j Procedure Detail

Visit Type Detai the Letter Template
window, type detail in the
Search box, and then click
Procedure Details to apply
the applicable tags to the
letter template.

6. In the Field List pane, double-click Procedure Detail to add the tag for the

procedure details in the letter template.

N 18| IMS InTouch
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Dear <if-patient_fname * endif=,

This is to notify that your patient statement has been uploaded to your portal account.
Please login to your account to view it.

<if:sch_procedure_detail * endif>| |

Thank you,
<if:sms_office_name * endif>

Figure 8 The Procedure Detail tag in the center pane of the Letter
Template window

When the tag is added, its details replace the procedure details entered
through the procedure setup in Setup Center.

7. Click Save, and then click Close.

To access the procedure details of a certain procedure, click Setup on the IMS
menu bar > click Scheduler > double-click Procedure > click the Procedure Detail
symbol ! for the applicable procedure.

N 19]IMS InTouch
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] Procedure |_u X
Office: | cosme
Procedure ~ 4
el
* Blepharoplasty Office™ All EI
* Body Lift Category* BODY E] Standard CPT Code (?) ABDDMII\E]
* Botox
" Procedure Name* Abdominoplasty
* Breast Augmentation
* Breast Augmentation with Lift = Full Description: this is the procedure note
e — iy Enter value for Procedure Details |2 I |
* Breast Reconstruction
* Breast Reduction ~ .
= BrowLit tion:  60-5- Minutes Color: I:l
* Cheek Lift lan: Cosmetic Surgery

* Chin Implant

mple: 3500 - 5000)
* Coolsculpting

* Dermabrasion mple: ‘2 - 3 hrs.')

* Diamond Microdermabrasion mple: 1 week, 2 weeks)
* DIRECT BILLING
* Dysport

= Facelitt Cosmetic: [v]
* Fat Grafting -
* Gynecomastia ’ v~ 0k ‘

* |njectables

* |PL Laser Associated Procedures:

Ovemight Stay Required: [ |

Send Text Message: [ ]

* = For All Offices (1) = Inactive hd

Click here to set N Default' for 'Not Assigned' procedure
’l@ Sch. Columns ||@ VN Default ||E Provider Time ||&Aulho.neq. “ % Sp. Pro. "@ Add ||@ Delete “X Cancel |[B Save “a Close |‘

Figure 9 In the Procedure window, click the Procedure Detail symbol for the
applicable procedure to view or edit the procedure details.

Set up the templates to remind about specific procedures. You can

set up a reminder template for specific procedures. When you select a procedure
for the scheduled patient, the system sends a reminder message that informs the

patient about the procedure.

To set up the templates for specific procedures, follow these steps:

1. On the IMS menu bar, click Setup, and then click Admin.

2. In the left pane of the Setup Center window, double-click Text/Email Templates.

3. In the Text/Email Templates window, click the Select Visit Type(s) symbol & for
the applicable template.
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Note:

The Select Visit Type(s) symbol £ is only available if Appointment Reminder, Final
Appointment Reminder, or Missed Appointment Reminder is selected from the list in the
Category column of the Text/Email Templates window.

4. In the Visit Type Selection window, click the procedures for which you like to
use the reminder, and then click Ok.

Note:

Procedures that are already selected for other templates are not shown in the Visit Type
Selection window.

[[]New Patient (C)

D Consult- Cosmetic [C)

[ Consult- Insurance (C)

[ Consult-Spa (C)
Injectables

[C]Fillers

Facials

Laser Figure 10 The Visit Type Selection
‘Weight Loss X
[Pre0p. window
D Office Procedure Cosmetic (S)
|:| Office Procedure Insurance (S)

[]Post-Op. Followup

Note: Visit types already selected for same type
and category will not be listed here.
<| m

iW Select All | |[%Deselect All | |v~ 0k [ Cancel ||

In the Text/Email Templates window, you can point to the Select Visit Type(s)
symbol 4 to view the list of procedures that are included in the corresponding
reminder.

5. Click Save, and then click Close.
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Note:
If you add and save a duplicate template, the “Duplicate rows with same Type, Category and

Template are not allowed.” message appears.

Set up the templates to remind about specific visit types. You can

also set up a reminder template for specific visit types.

When you select a visit type for the scheduled patient, the system sends a

reminder message that informs the patient about the visit type.

Note:

You can only access this feature if the COS back-end parameter is turned on.

To turn on the parameter, contact support@meditab.com.

To set up the templates to remind about specific visit types, follow the same steps

mentioned in Set up the templates to remind about specific procedures.

Set up the email service for the Patient
Documents module

With Patient Documents module, you can view, create, and upload patient
documents to IMS CarePortal. Through the email service, you can notify a patient

that a document is uploaded.

If you want to edit the templates, you may do so in the Letter Template window.
For more information about letter templates, see “Prepare the letter template”

and “Link the letter template with the applicable reminder” in Set up the email

service for the Appointment Reminder module.
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If you want to change where, in your local disk, the system saves the email
attachments, adjust the Email Files Path system parameter.

r

—eﬁ System Parameters
% Modules/Features
4 Document Path
% Visit Note

% Prescription

% Bill General

4 Charge Posting
% Payment Posting
# Insurance Claim
4 Schedule

% Check In/Dut

% Report Print

4 PDA

4 Cosmetic Surgery
% Point of Sale

% UB

4 IMS Care Portal
# IMS InTouch Text/Email
% Other

f] Desc = 'path’

Parameters [ |
|path | [ Fiter ||/ Clear | |
Parameter | Value
> Server Path (Document Path) C:AIMS

Patient Document Path (Document Path) E:\doc\Documents\CosmetictPatient_Doc
Standard Template Path (D t Path) E:\doc\Documents\CosmetichTemplate_D
Billing Files Path (Document Path) E:\doc\Documents\CosmetichBiling_Doct
Fax Files Path (Document Path) E:\doc\Documents\Cosmetic\Fax_Docum
Update Download Path ([Document Path) C:AIMS\Updates

Billing HL7 File path (Document Path) E:\doc\Documents\Cosmetic\HL7_Bills_C
Audit Log Archive Path (Document Path) E:“doc\DocumentsiCosmeticharchives_Cc
KoKo result file path (Other)
Default path for patient photo import. (Other) C:\Users\admin\Desktoptimage1
Email Files Path (Document Path) E:\doc\Documenls\Cnsmetic\EmaiI_DocuI

Figure 11 In the Parameters window, enter the file path to set where the
system saves the email attachments.

Set up the email service for the Patient Notes

module

With the Patient Notes module, you can create notes for the patient and enter any

additional information in the patient’s record. The email service allows you to send

these notes to the patient or notify the patient about the notes sent through IMS

CarePortal.

If you want to edit the templates, you may do so in the Letter Template window.

For more information about letter templates, see “Prepare the letter template”

and “Link the letter template with the applicable reminder” in Set up the email

service for the Appointment Reminder module.
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Set up the email service for the Patient
Statements module

With the Patient Statements module, you can view and send billing statements to

the patients. You can also send the patient statements through email.

If you want to edit the templates, you may do so in the Letter Template window.
For more information about letter templates, see “Prepare the letter template”

and “Link the letter template with the applicable reminder” in Set up the email

service for the Appointment Reminder module.

Set up the email service for the
Immunotherapy module

To use the email service in the Immunotherapy module, adjust the applicable

parameters.

If there are multiple reminders for a patient on the same day, the system only

sends one email to the patient instead of multiple email messages.

Set up the parameters for allergy shot reminders. with the email
service, you can send reminders to patients who are undergoing immunotherapy
treatment. You can send reminders to notify the patient during the following

stages:

e Preparing the vaccine for the first shot. When the first allergy shot is prepared,
you can send an email message to notify the patient that his or her allergy shot

is ready to be administered.
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Note:
After giving the first shot, you can send an email message to notify the patient about the

next shot duration.

e Next Shot Duration. You can send email messages to notify the patient about
the next shot duration—an interval (in days) within which the patient can visit

the clinic to receive the next shot.

e Final Shot. You can send an email message to remind the patient about the final

allergy shot that he or she has to receive.

e Missed Shot. You can send an email message to remind the patient about the

shots that he or she missed, if any.
To set up the reminders for allergy shots, follow these steps:
1. On the IMS menu bar, click Setup, and then click System Parameters.
2. In the left pane of the Parameters window, click IMS InTouch Text/Email.

3. In the right pane, adjust the following parameters:

e Allergy Shot Reminder. From the Value list for the Allergy Shot Reminder
parameter, select any of the following:

o None. Select None if you do not want IMS to send allergy shot reminders.
None also disables all other parameters for allergy shot reminders.

o Text. Select Text to send allergy shot reminders through text only.

o Email. Select Email to send allergy shot reminders through email only.

o Both. Select Both to send allergy shot reminders through email and text.
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Note:
The available options for the Allergy Shot Reminder parameter depend on which IMS

InTouch service is purchased.

e Days to send allergy shot reminder after vaccine is prepared. In the Value column
for the Days to send allergy shot reminder after vaccine is prepared parameter,

enter any of the following numbers:

o 0. Enter 0to send an allergy shot reminder to the patient on the day when

the allergy shot is prepared.

o Positive Number. Enter a positive number to indicate the number of days—

after preparing the allergy shot—when the allergy shot reminder is sent.

o Negative Number. Enter a negative number if you do not want IMS to send a

reminder for the first allergy shot.

e Days to send allergy shot reminder for the shot duration. In the Value column for
the Days to send allergy shot reminder for the shot duration parameter, enter
the applicable details in the following boxes:

o List to the left of the Days box. From the list to the left of the Days box, select

either of the following:

= Before. Select Before if you want to send a reminder, days before the

start date of the next shot duration.

= After. Select After if you want to send a reminder, days after the start

date of the next shot duration.

o Days. In the Days box, indicate the number of days—either before or after

the start date of the next shot duration—on which a reminder is sent.
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The number of days, whether before or after the start date of the next shot
duration, depend on the selected option from the list to the left of the Days
box.

Note:
In the Days box, you can also enter 0 if you want IMS to send the reminder on the

start date of the next shot duration.

If you do not want IMS to send a reminder for the next shot duration, enter a

negative number in the Days box.

e Days before the last day of allergy shot to send final reminder. In the Value
column for the Days before the last day of allergy shot to send final reminder

parameter, enter any of the following numbers:

o 0. Enter 0 to send the final allergy shot reminder on the end date of the

allergy shot duration.

o Positive Number. Enter a positive number to send a reminder to the patient

in a specific number of days before the end date of the allergy shot duration.

o Negative Number. Enter a negative number if you do not want IMS to send a

reminder for the final allergy shot.

e Days to send reminder after missing allergy shot. In the Value column for the
Days to send reminder after missing allergy shot, enter any of the following
numbers:

o 0. Enter 0 to send a missed allergy shot reminder a day after the end date of

the shot duration.

o Positive Number. Enter a positive number to send a reminder to the patient

in a specific number of days after the end date of the shot duration.
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o Negative Number. Enter a negative number if you do not want IMS to send a

[ Parameters
_é% System Parameters -

# Modules/Features Hﬁ Eilter ”[ZQIeal I |

: \[:g::l:\l"::! Path Parameter Value ~

& Prescription Appointment reminder mode Text [v]

# Bil General 5 . .

. Days to send first appointment reminder before
% Charge Posting Al
. ppointment.
: lPay ment Pcols.!ng Interval of days to resend Email/Text to patient for 15
S"SU'Z"TE aim appointment confirmation.

: Eﬁhekl: e/o No. of attempts to resend Email/Text if no reply 3Z

g et ; ut from user for appointment confirmation

% P;zort ik Send final appointment reminder before the actual  Day(s) 15 =
appointment

@ Immunotherapy e . B .

% Point of Sale Send Text/email for missed appointment Yes E]

% UB Allergy Shot Reminder Ermail E‘

% M Care Portal Days to send allergy shot reminder after vaccine is s

g:- lUNtIpS. InTouch Text/Email faeared k2 o

e Days to send allergy shot reminder for the shot After 2 S Days

duration
Days before the last day of allergy shot to send 1L
final reminder
Days to send reminder after missing allergy shot )
Send Birthday Greetings to patient No E

Figure 12 In the Parameters window, adjust the parameters for the allergy
shot reminders to customize the reminders.

4. Click Save, and then click Close.

Set up templates for allergy shot reminders. You can also set up the

templates for allergy shot reminders.

To set up a letter template for an allergy shot reminder, follow the same steps

mentioned in “Prepare the letter template” under the Setup the email service for

the Appointment Reminder module section.

To link the allergy shot letter template with the applicable reminder, follow the

same steps mentioned in “Link the letter template with the applicable reminder”

under Set up the email service for the Appointment Reminders module.
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Reminders for allergy shots, first allergy shot, final allergy shot, and missed allergy
shots are available in the Category column in Text/Email Templates window.

| Type* | Cat = Template* |
> Email [+ | Appointment Reminder v | emai_Appointment (Text/Email [ v | [
2. @E} ‘ Final Appointment Reminder E ‘Email_FinaI_Appointmen!_RemincE]
L W [Missed Appointment Reminder E] lErnaiI_Missed_Appoin!rnenl_H emiE]
. Email lPatientDocumenl lemail_patien!_documenl [TextlEl
. Email E‘Portal Forms Reminder ‘ErnaiI_FIeminder_for_forms_not_ﬁl
. Email E [Allergy Shot Reminder [j‘ErnaiI_AIIergy_Shol_Heminder [TIE FIgU re 13 F rom th e | iStS | N th e
. Email [ || First Allergy Shot Reminder [ || Email_First_Allergy_Shot (Text/Ei[y |
. Email [ ]| Final Allergy Shot Reminder |y || Email_Final_Allergy_Shot_Remind]y | Category column of the

. Email [y || Missed Allergy Shot Reminder [ || Email_Missed_Alleray_Shot (Tex{ | Text/E ma || Te m p Iates win d oW
’

. Email : Portal &ppointment Alert El \F’ortal Appointment Alert [AppointEl .
. Email : Patient Notes E] ‘email_patien!_note [Text/Email) E] yo u Can se | e Ct remin d ers for

. Email E Reminder E lErnail_FIemindel (Text/Email) E] a | |e rgy S h OtS.
. Email [ ] |Patient Statement [Fomat 3 (GENERAL)

. Test E Appointment Reminder ‘Texl_appoinlment_reminder [Tex
. Test E Final &ppointment Reminder [z‘ [Texl_FinaI_Appointmenl_Hemindslg
. Test E Missed Appointment Reminder E [Text_Missed_Appoinlmenl_HemirE

Text limit is 160 characters, it might send multiple Text accordingly.
Text will be sent to patient. @ - Select Procedure(s)

|€) Add | Delete | Save || Close l

Set up the email service for the Milestones
module

The Milestones module is used to market cosmetic clinics more efficiently. When a
patient comes to inquire about a specific procedure, you can send marketing
letters—through the email service—that are applicable to the patient. They are

sent either as individual letters or as grouped letter packages.
To set up the email service for the Milestone module, follow these steps:
1. Create marketing letters that are specific to a procedure.

2. Create a treatment plan where you can group the letters into letter packages.
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3. Group the letter packages into milestone groups that correspond to the specific
step in the procedure.

4. In the Treatment Plan box, specify the treatment plan that you want to link with
the related procedure.

Create letter templates. You can create letters that will be part of a

procedure’s marketing package. These can be letters that answer basic inquiries
about the procedure or letters that you send for appointments, cancellations,

consultations, or information about what to do during the procedure.

You can create the letter templates in the Letter Template window. If the letters
you need are saved in the system, you can also view or edit them. For more
information about editing letter templates, see “Prepare the letter template” in Set

up the email service for the Appointment Reminder module.

Create a treatment plan. To organize your marketing efforts for a procedure,

create a treatment plan. The treatment plan is composed of marketing letters that
are grouped into letter packages.

To register a treatment plan, follow these steps:
1. On the IMS menu bar, click Setup, and then click Cosmetic Surgery.

2. In the left pane of the Setup Center window, double-click Milestones Treatment
Plan.

3. In the Milestones Treatment Plan window, click Add, and then enter the name
of your treatment plan in the Description column.
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1. Cosmetic Surgery

2. Lasers
3. Weight Loss
>

Figure 14 The Milestones
Treatment Plan window

@] Add |€] Delete ”E Save ”@ Close |

4. Click Save, and then click Close.

Customize the treatment plan. Once the treatment plan is registered, you

can set it so that the system automatically sends letters or letter packages at

various steps in the procedure.
To set up a treatment plan, follow these steps:
1. On the IMS menu bar, click Setup, and then click Cosmetic Surgery.

2. In the left pane of the Setup Center window, double-click Milestones Template.
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Treatment Plan ilestone Group
h +=Unspecified Treatment ' D ipti Activate on* ‘ Visit Type(s) I Assign To I DI
Cosmetic Surgery 1. Inquiry Group Inquiry [V || [3&
Lasers 2. Consultation Group Consult fan [E] B
Weight Loss 3. Surgery Scheduled Group Surgery Scheduled (all |@ @@
> Post Op Group Surgery Completed [ [[Al [E] Bl
D- Delete Milestone Group E’Selecl Useir(s) @‘ Select Visit Type(s)
Eﬂlone Pack
Description™ Days I Deliver On*™ Assign To Seq. No‘ M Action ‘
> [Send Letter 7-2 90| From Current Date[ || |@ 1;— 'None El
* Inactive
[[]- Letterfs) missing. [Z]- Letter(s) available. [k Select User(s) F11-AddRow F12-Delete Row

Figure 15 The Milestones Template screen

w

On the Milestones Template screen, select the applicable treatment plan in the
Treatment Plan pane.

4. In the Milestone Group pane, enter the necessary information in the following

columns:
e Description. In the Description box, type the name of your milestone group.

e Activate on. From the Activate on list, select the point in the process on which

the package letters are activated and sent to the patient.
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Milestone Group
| Description™ ‘ Activate on™ ‘ Yisit Type(s) I Assign To I D I
1. Inquiry Inquiry [ [ | [ ]@@
2. Consultation Consult [v|[New Patient [C). Consult- Cosme{ZZ|[ [z&)
3. Surgery Scheduled Surgery Scheduled [ |[Dffice Procedure Cosmetic (5). S|EZ| =&
> Surgery Completed Surgery Completed | |[Dffice Procedure Cosmetic (S). S|| &,
D- Delete Milestone Group [ZF select Usei(s) Select Visit Type(s)

Figure 16 In the Milestone Group pane, enter the necessary information to
create the milestone groups.

5. In the Milestones Packages pane, enter or modify the necessary details in the
following columns:

e Description. In the Description box, enter the name of the letter package.

e Days and Deliver On. In the Days and Deliver On boxes, specify how many days

before or after a certain step or date you want to send the letter package.

For example, you may enter 3 in Days, and then select From Current Date from
the Deliver On list to send the letters three days after today.

Note:

If you enter 0 in Days, and then select From Current Date from the Deliver on list, the
letter package is sent today.

e Action. From the Action list, select Email to send the letter package through
email when the milestone is activated for the patient.
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Milestone Packages
| Description* | Days | Deliver On® | Assign To | Seq. No| M| Action |
> Phone Call - 24 hrs after surgery 7.2 After Surgery [v]l B 1S None |§]
2. Emai - Post Op Follow up 105 After Surgery [v]l =k 22 None E
3. After Surgery Survey 30-2- After Surgery [v]l =k 33 Email E]
4. Email - 6 months after surgery 1802 After Surgery [v]l =k 42 Email E]
D - Letter(s) missing. - Letter(s] available. @ Select User(s) F11-AddRow F12-Delete Row

Figure 17 In the Milestone Packages pane, enter the necessary details to
create the letter packages that you want to send for the selected
milestone group.

6. In the Milestone Packages pane, click the Letter(s) missing symbol L.

If the package already has a letter, the Letter(s) missing symbol s replaced by
the Letter(s) available symbol [£].

7. In the Milestone Packages & Letters window, select Package, Letter or No
Document from the Type list, and then select the letter template that you want
to use from the list in the Letter/Package column.

I Milestone Packages & Letters -
Type* | Letter/Package* | Procedure(s) | Specific Procedure(s) | Procedure Addendt | Seq. No B |
> Letter Letlel-PostAppoinlmenE]Fﬂ |@| | o w 134[']
No. of Row(s): 1 B= Send as Email Body.
| &) 844 [©)pelete | X Concel | HAsave | @ Close | |

| Figure 18 The Milestone Packages & Letters window
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. You can also do either of the following:

Select the B check box to send the contents of the letter template as part of the

email body.
Leave the B check box cleared if you want to send the letter as an attachment.

Click Save, and then click Close.

10. On the actions toolbar of the Milestones Template screen, click the Save

symbol E.

Link the treatment plan with a procedure. To link the treatment plan

with a procedure, follow these steps:

1.

N MEDITAE

On the IMS menu bar, click Setup, and then click Scheduler.

. In the left pane of the Setup Center window, double-click Procedure.

. In the left pane of the Procedure window, click the procedure that you want to

link with a treatment plan.

Note:

You can also click Add in the lower pane to create a new procedure.

From the Treatment Plan list in the right pane, select the treatment plan that

you want to link with the procedure.
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Office: | [v]]

‘ @ Search

P, " N
- Active: S -2
= Abdominoplasty ‘ iv] G ’
= Blepharoplasty Office Al :
= Body Lift | Category* BODY [v] Standard CPT Code (?) BODYLIFy |
* Botox

" Procedure Name* Body Lift |
*= Breast Augmentation
*= Breast Augmentation with Lift = Full Description:
* Breast Lift
* Breast Reconstruction
* Breast Reduction

Consult Duration: 3 i ion: i 2

= Brow Litt Minutes Surgery Duration: 36 Minutes  Color: D
* Cheek Lift Standard Fees ($): ADEC Treatment Plan]
= Chin Implant Fee Estimate (Range:| | (Exampl .
* Coolsculpting Cosmetic Surgery
& g Standard Surgery Time: | | (Exampk | scars ||
* Diamond Microdermabrasion Recovery Time:‘ ‘ (Exampk ‘Weight Loss II
* DIRECT BILLING
— Pain Involved: | M Overnight Stay Required: [

Figure 19 To link a procedure with a treatment plan, select a procedure in the left
pane of the Procedure window, and then select its treatment plan from the
Treatment Plan list.

5. Click Save, and then click Close.

Set up the email notification preference of a
patient

You can select which modules can send email notifications to the patient basing on
his or her preference.

To set up the notification preference of the patient, follow these steps:

1. On the IMS toolbar, click the Patient symbol £.

2. On the action toolbar of the Patient Master screen, click the Search symbol #4.
3. In the Search Patient window, search for and select a patient, and then click Ok.

4. In the right pane, click Other Options, and then select Text/Email Notification
Preference.
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5. In the Email column of the Text/Email Notification Preference window, select
the check boxes of the modules that send email reminders to the patient.

If the module should not send an email reminder to the patient, clear its

corresponding check box.

| Module

Appointment Reminder

Patient Note Notification

Patient Document Notification

Reminder Notification

Patient Billing Statement

Paortal Form Reminder

Patient Milestone

Rl Q| &[]][]} <]
R RO & |]{]][<]

|v ok |[Xcancel |

e

Figure 20 In the Text/Email
Notification Preference window,
either select or clear the
applicable check boxes to set the
modules that can or cannot send
email reminders.

Note:

By default, all check boxes are selected for all patients in the Text/Email Notification

Preference window.

6. Click OK.

Add the unsubscribe link in the letter template. Patients can now

unsubscribe from the email reminders through a link in the email. To turn on this

feature, add the applicable link in the letter template. For more information about

setting up letter templates see “Prepare the letter template” in Set up the email

service for the Appointment Reminder module.
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To add the unsubscribe link in the letter template, follow these steps:
1. On the IMS menu bar, click Setup, and then click Other.
2. In the left pane of the Setup Center window, double-click Letter Template.

3. On the gold bar of the Letter Template window, select Text/Email from the Type
list.

4. In the right pane, type unsub in the Search box, and then press Enter.

[} Remave line if no data found

Search:
unsu I

Field List
= Sp. Columns (system. )

“ Unsubscription I

Figure 21 In the Letter
Template window, search
for Unsubscription in the
right pane to access the
applicable link for the
letter template.

5. Click an area in the letter template where you want the link to appear, and then

double-click Unsubscription in the right pane.
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Dear <if:patient_fname * endif>,

This is to notify that your patient statement has been uploaded to your portal account.
Please login to your account to view it.

Thank you,
<if:sms_office_name * endif>

<Unsubscription> </Unsubscription=|

Figure 22 In the Letter Template window, click an area in the letter template, and
then double-click Unsubscription in the right pane to add the <Unsubsciption>
</Unsubscription> link to the letter template.

6. In the letter template, type the text—which the patient needs to click to
unsubscribe—in between <Unsubsciption> and </Unsubscription>.

<Unsubscription>|CIick here to unsubscribe. ]<IU nsubscription>

Figure 23 Enter the text for the link in between <Unsubscription> and
</Unsubscription>.

Note:
To unsubscribe from the email reminders, the patient can click the link that is included in the
email. For more information about the tasks that the patient needs to do when he or she

unsubscribes, see Unsubscribe from email reminders.
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Set up the Reminder module to automatically
select the Email check box depending on the

selected task

When you add a task reminder in the Reminder module, you can set the reminder

to send an email notification to the patient about the task. For more information

about email notifications in task reminders, see Set a task reminder to send an

email notification to the patient.

You can set IMS to automatically select the Email check box in the Reminder Task

window—allowing notification of the reminder task via email—when you select a

task and a patient for the task reminder.

To set IMS to automatically select the Email check box, follow these steps:

1. On the IMS menu bar, click Activities, and then click Reminder.

2. In the left pane of the Reminder window, click Setup.

-

%
Date: 01/1313 5

S MTWTFS

January 2019

12345
E 7 8 310 11 12
[13] 14 15 16 17 18 19
02122232425 %
27 2829 30 A

<< < > >
View:

ER

List  Week  Month
Reminder:

¢ @

Add  Report | Setup

Figure 24 To access the setup for task
reminders, click Setup in the left pane of the
Reminders screen.

3. In the Reminder Setup window, click the (T)ask tab.
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4. Select the E check box for the applicable reminder.

I % [Category l [El(Mask [IEI[G]IWD I

| Description® | Category" | Priority | Assign To | Remind |Seq.No.|Q|M|E[ T
1. = Collect Funds | Appointment . Mediur : [Federici, Kris |E Nore @] \__UE O OVIC] &
2. = Confirm Pre-Op Appointment and Funds\ Telephone Cal : Mediur. [Federici. Kiis | (¥ [None | & E: O 0OWC] &
3. = Consult Follow up ‘Nme |@Nohe |@EDDDD Q
4. = Lab results are ABNORMAL. ‘W@ ME] Wr\g Manager * Cond 3} [None | & E: OO0 &
5. = Lab results are NORMAL. Lab Results [ ] Mediur[ | [Biling Manager * Cond [5¥ [None [ HOOoo &
6. = Patient Call ’m‘g ’m‘z} [Provider | [ZF [None |5 ’@ OOot &
7. = Please call patient to schedule an appo | Appointment : Mediur : an Manager | [ZF [None | E: OO0t &
8. = Refill Request Prescription [ | | Mediur| | [Provider | [Z Nore FHE <HOoOno &

E - Send Email Notification T - Send Text Notification
Q - Show inVisit G - For Office Group * - For All Office @ Reminder Repeat Setup Reminder Alert/Action Setup
M - Generate task manually when visit status get changed. B Link With Rx/Lab/Diganostic/A/N Template @ASS@" To

‘ |@ Add |@ Delete ”B Save ||@ Close |‘

Figure 25 In the Reminder Setup window, select the applicable check
boxes so that the corresponding reminder automatically sends email
notifications.

5. Click Save, and then click Close.

Note:
When you create a task reminder, the Email check box in the Web Access pane of the
Reminder Task window is automatically selected after you select a patient in the For Whom

section.

Email Service End User Tasks

When the necessary setup tasks are done, you can now use email service through

the applicable IMS modules.
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Set the system to send an appointment
reminder through the Scheduler

You can send an email to patients to remind them of their scheduled
appointments. To set the system to send appointment reminders via email, follow

these steps:
1. On the IMS toolbar, click the Scheduler symbol 1.

2. On the Schedule for (Provider) screen, double-click the preferred slot to open
the Schedule Entry window.

3. In the Schedule Entry window, enter the necessary appointment details, and
then select the Appointment Reminder check box.

i Schedule Entry (01/13/2019 Sunday) [ > |
Type* Entered By: system Entered Date: 01/13/19 11:53 PM
Patient*(7) Time* Duration*
| 10303 AM[y] 15 £
DOB: Phone: (W)
Address: (H)
0}
Race:
Primary Dr: Pt. Provider:
Procedure: Add more procedure[s] Room:
Case: | Auth No: .
Office: [cosme |
Note: Email: Confirm:
O Yes
® No
|Appointment Rellindel:@ Looking for early appt. Q Add Patient
Reminder By: Status: Attempt: Reschedule? @. Case
Text/Email Not Called s No —
EI E] 5 EI %7 Autho. No.

Figure 26 In the Schedule Entry window, enter the necessary details,
and then select the Appointment Reminder check box to let the
system send automatic reminders to the patient.
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Note:

If you select a visit type that does not have an appointment reminder template, No
appointment reminder template found for the selected visit type appears in the Schedule
Entry window.

Entered Date: 01/13/1311:53 PM

4. From the Reminder By list, select Email, and then click Ok.

Type* Laser :| Entered By: system ‘
Patient=(?) Time* Duration™

| | 10305 AM[v ]| B0 [

DOB: Phone: FI-‘I,]]
Address: {ﬁ]
Race:

Primary Dr: Pt. Provider:

Procedure: Add more procedure[s] Room:

| | [v]

Case: | Auth No: | |

Office:|cosme |

Note: Email Confirm:

(O Yes
® No
i |Q Add Patient |
i Z i e E Case
TewEnailv] NoCskds] |5 Ne [v] Sy
Autho. No.
Figure 27 The Schedule Entry window shows a notification if you select the
visit type that has no letter template.

Monitor the appointment status in Scheduler

On the Schedule for (Provider) screen, you can monitor the status of the

appointment reminder.
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A symbol that indicates the status appears to the left of the patient’s name. The

legend for the symbols appears in the lower section of the screen.

Figure 28 On the Scheduler screen, the
n symbols to the left of the patients’ names
indicate the status of the appointments
of the corresponding patient.

:00f
12775 - App. Type: Fillers DOB: 06/16/14

PM-

-Confirm ' -Uncanfim "% -Cancel £2-No Email G -Email Fail £2-Email Sent 3 -Email Exist|

Mark the appointment as missed

If the patient fails to attend the appointment, you can mark it as missed. When an
appointment is marked as missed, a notification email about the missed
appointment is sent to the patient. You can access this functionality in the
Scheduler and Check In/Out modules.
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Note:
This functionality is available only if the Appointment Reminder check box in the Schedule
Entry window was selected for patient.

Mark the appointment as missed in Scheduler. To mark the

appointment as missed in Scheduler, follow these steps:

1. In the center pane of the Scheduler screen, right-click the patient’s name, and
then select Missed.

g5 Schedule for All ( o -
Date: | 01/1313 &
Januaty 2019 A wan(3) ramm. o
123 45
6 7 8 910 11 12 Jf AM:30
[13] 14 15 1617 18 19 45
2021222324 2526 :00
27 28 29 30 3 s
8
130
L < > > .45
r :00
th Cal :15 [yl
e 9 Eh- App. Type: Consult- Spa DOB: 01/01/90
145
Provider/Room: 0O
(] o S 10-15
(] ot St :30
V] romtm 145 Patient »
[V — :00 Add... Ctr+N
"] Blue Room :15 Add Multiple. ..
["] Exam Room 4/ Revite 1 30 Doublebock...
[] Laser Room 2 Edit... Ctrl+E
145 Delete Ctrl+Del
["] Surgery Center = §
[ Laser Room 1 E- Find... Gl 1
12 U)o Cri+x
30 Copy Ctri+C
PM - Paste Chrl+v
:45 Paste (Multiple)...
:00 Confirmed
£15 Unconfirmed
g 130 | Missed |
a5 Canceled By Patient
3 - Canceled By Provider
. . . . )
Figure 29 On the Scheduler screen, right-click the patient’s name, and
then click Missed to mark the appointment as missed.

2. In the Missed Appointment window, enter the necessary information, and then
select the applicable action.
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Missed Appointment |2 [N

o

Action: () None Figure 30 The Missed

() Add to appointment waiting ) .
(®) Generate Reminder Appointment wi ndow

Please call patient to schedule an appoinlE]

|\/ Ok ||)( Cancel |

3. Click Ok.

Mark the appointment as missed in Check In/Out. when an

appointment is marked as missed, you can allow the system to send a letter about

the missed appointment to the patient.

To mark an appointment as missed on the Check In/Out screen, right-click the
patient’s name in the Appointments pane, and then select Missed.

To mark multiple appointments as missed, click Option in the lower section of the
Appointments pane, and then select Mark All No Show as Missed.

Note:
IMS sends a letter to the patient who missed the appointment, notifying that the patient has
failed to attend the appointment.
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g
Dt.: 01/14/15-C- Office: v

A (01/14/2019)
Office: (1]
P

> 08:00A " S S

Appointment(s): 1_No Show: 1

Figure 31 On the Check In/Out screen, click Option, and then
select Mark All No Show as Missed to send the notification to
multiple patients who have missed their appointments.

< m > E

Send updated appointment details

If you update the patient’s appointment details, you can choose to send

appointment reminder messages with the updated details.
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To send updated appointment details, follow these steps:

1. On the Scheduler screen, double-click your preferred time slot to open the
Schedule Entry window.

2. In the Schedule Entry window, update the patient’s appointment details, and
then click Ok.

3. When the “Do you want to send Text/Email for an updated appointment to
patient? If Yes, then appointment status will become unconfirmed” message
appears, click Yes.

Intelligent Medical Software (IMS) [ x|
Figure 32 To send a text with
Do you want to send Text/Email for an updated appointment to the Upd ated appointment
patient?
If Yes, then appointment status will become unconfirmed. deta”s, click Yes when the
confirmation message
ve || No | appears.

Note:

If you choose to send a notification for updated appointment details, the system
refreshes the resend counts for the appointment reminder messages. For more
information about resend counts, see the Interval of days to resend Email/Text to patient
for appointment confirmation and No. of attempts to resend Email/Text if no reply from
user for appointment confirmation parameters in Set up the email service for the

Appointment Reminder module.

Upload documents

To upload documents and send notifications to a patient, follow these steps:

1. On the IMS menu bar, click Utilities, point to Patient, and then click Document.

™ 48| IMS InTouch
DN MEDITAB

GROUP



N MEDITAE

Intelligent

9,
e |
"VI S Medical
Software

. On the gold bar of the Patient Document(s) window, click the red question mark
(7 beside Patient.

. In the Search Patient window, search for and select a patient, and then click Ok.
. In the lower pane of the Patient Document(s) window, click Add.

. In the Patient Documents window, select whether the document is Received or
Sent from the first Document list in the right pane.

. Select the file type of the document from the second Document list.

. In the Web Access pane, select the Show on Web check box, and then select the
Email check box.

Note:

If the patient doesn’t have an email address recorded in Patient Master, the “For
Notification, Patient’s email address not found. Do you want to add it?” message
appears. Click Yes to open the patient’s record on the Patient Master screen where you

can enter his or her email address.
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Figure 33 In the Patient Documents window, select the Show on Web check box,

Patient WM SRS (D Offices  [v]
Case: [v]
coy| 6] s
Sensitviy:  [v] Priority:
Description: Powist,  [V]
Document* WEI WEI
Cetfied: [ ] TrackNo: | SentBy: | [v]

Received/Sent:

From/Ta: Other : |

Note: ’

Forward To/Respond:

|Zh status: [
RespondBy:|  00/00/00 3

Forward To: |

Resp. Req.: [
Note:

Click here to view document forwarded history

Notify Patient: Email [w]|  Text [ ]

Weh A

Show on Web: [v/]

Sign off:
User| | Date & Time:| |

[, Ctrl+F8- View File
Click here to copy this doc.

& (E Ctl+F7- Add Scan/Select File
% Delete Scan Webportal User

*vs

‘@ Add ‘@ Delete HX Cancel ”B Save ”@ Close I

and then select the Email check box to notify the patient via email.

8. Click Save, and then click Close.

Send the patient’s patient notes to the
patient

To send patient notes, do the following:

1. On the IMS menu bar, click Utilities, point to Patient, and then click Note.

2. In the Patient Note window, enter the necessary details, and then type the note

in the Note box.

A\ MEDITAS"
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Type: [All v| From:| 12715118 5] To:| 01714713 [ Patient (7)] 2 [P Retrieve

:::wm\ A |@ofieer V]
Case: [v] call Back Number
TypeclMedicaI El
Date 01714719 5 04a7 M
Note* “ ~

v

Priority: Entered By: [v] Active: []
Forward To: ‘ Private Message: ||

Contact Detail:

Caller: | | Phone: - - -

Contact: | Phone:| - - -

Checked:
Checked: ~00/00/00 Billable: [ ] Billed: []

Response:

Web Access:
Show On Web: [V] Notify Patient: Email [V~ Test["]

Show On'web On: | 01/14/19 04:47:50

Only assigned user can access private messages

‘@ Add ‘@Qelele I& Print HX Cancel HB Save ”Q Close ||

Figure 34 The Patient Note window

the Email check box.

3. In the Web Access pane, select the Show On Web check box, and then select

4. Click Save, and then click Close.

send them to patients.

Send patient statements through email

With email service, you can attach patient statements to an email message and

To send a patient statement via email, follow these steps:

1. On the IMS menu bar, click Billing, point to Patient Statements, and then click

Patient Statement - Customized.

N MEDITAE
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2. On the gold bar of the Patient Statement window, enter the necessary filter
criteria, and then click the Retrieve symbol 2],

3. In the leftmost column, select the check box beside Chart No of the entry that
you want to access, and then click Upload on Portal on the lower pane.

4. When the message “Are you sure you want to Upload Patient Statement on
Web?” appears, click Yes.

5 Patient Statement
Selection: Last Name| Case Type: Date Range: [ | As On: Office (?) Provider (?) Min. Bal.: More
© Range  From/To: V]| From: [12718787%5] To: [01/14718 2] | [ ] oz | O
S singe A | Z || patient Type: - o |

atient (7] Al Credit Balance: jing Range: er
Webportal Users: Both Standard Messages: [ ] | 0| 60 | 50 | Note ‘
Dffice Address(Charges of same Office) [?) Dffice Address(Charges of different Offices) (?)

ChartNo | Patient Name DOB | Address Phone Open| Patien] Ins. Patient

| ‘ ‘ | Credit  Balance Hdmnu‘ Opening Bal.

> 11/08/1974 ~ - 500.00 500.00 0.00 000
2, R - NA1/1986 "o i 0.00 263.00 0.00 000
3 1134195 : - - 0.00 £00.00 0.00 000
n e - - — e 50.00 700.00 0.00 000
5, 12121390 o - 100,00 100.00 0.00 000
6. ———— - 01171984 - ] 0.00 5000 378.00 000
7, 072211976 : " s - 0.00 4000 18500 000
8, b 12/0171950 e S e 0.00 w00 28100 000
3, 02/01/1969 - 0.00 18850 0.00 000
10. ——— . 05/18/1578 A it - 0.00 208.04 0.00 000
1. 01/01/1330 - 595.00 595.00 0.00 000
12 - 06/13/1953 A B 3000 000 18500 000
13 07/25/1962 .o - 0.00 2000 18500 000
14. ——— 1271471957 o sand 0.00 000 21300 000
15. 0.00 85550 0.00 000
16. -—om . 10/27/1953 e AR S B 0.00 510.00 0.00 000
17 05/05/1964 - e - 0.00 255.00 0.00 000
18. - " 0719/1958 - s 0.00 4500 13200 000
19. 11/06/1984 - - - 0.00 390.00 0.00 000
20. —— 011341967 - o e 0.00 200 0.00 000
21 03211901 - ' - 000 300000 0.00 000
22. ——— - 02/03/1964 i A A sand - 25,00 364.94 0.00 000
23. 02/01/1963 . 2000 7000 0.00 000
24 —— " 02/01/1963 - b 000 392768 0.00 000
25 02/01/1969 - 0.00 28450 0.00 000
26. - - 08/211977 - s 0.00 000 21300 000

. - Total:  1120.00  13080.14  1772.00

Figure 35 In the Patient Statement window, select the patient
who you want to send the billing statement to, and then click
Upload on Portal to show the statement on IMS CarePortal.

5. In the Select Letter Template window, select the letter template that you want
to use for the patient statement, and then click Upload.
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6. When the “Statement history added successfully.” message appears, click OK,

Figure 36 The Select Letter Template
window

Note:

If you do not want to send patient statements, contact an authorized Meditab representative

to customize IMS InTouch.

View an email attachment. To enhance the security of the patient’s

information, you can turn on the feature that encrypts email attachments with a

password. If you are a recipient of the email that has a password-encrypted

attachment, it is necessary to enter a password to view the corresponding

attachment.

If you want to turn on or off the setup that enables a password to protect your

email attachments, contact support@meditab.com.

N MEDITAE

GROUP

53| IMS InTouch



Intelligent

./
e |
MS
Software

Note:

If you turn off the feature that encrypts email attachments with a password, the email

attachments will not be password-encrypted.

To view the attachment, follow these steps:
1. Open the email that has the attachment.

2. In the email body, take note of your password.

Note:

The password combination depends on the kind of recipient. If the recipient is a patient,
the correct password is a combination of the first two characters of the patient’s name
(in lowercase) and his or her date of birth (in MMYYYY format). For the complete list of
the password combinations for the applicable recipients, see Table 2 of Appendix.

If the recipient’s information—that is required to generate the password—is not found in

the applicable setup, IMS does not send the applicable email messages.

The instructions for determining the password of the applicable recipient is included in

the body of the email.

Your password for the attachment is a combination of first 2 characters of your first name in
lowercase (without any special character) and your date of birth]in the MMYYYY format. Here are the
few examples of the pasword format.

First Name Date of Birth Password (lower case only)
James 16! May 1983 ja051983

Mary 17" April 1970 ma041970

C 14™ October 1978 101978

Please note that your password is case sensitive.

Figure 37 Take note of your password using the guide and examples
included in the email.

3. Download the attachment.
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At o @ 12:25 PM (0 minutes ago) - -
tome |+

Your password for the attachment is a combination of first 2 characters of your first name in
lowercase (without any special character) and your date of birth in the MMYYYY format. Here are the
few examples of the pasword format.

First Name Date of Birth Password (lower case only)
James 16! May 1983 ja051983

Mary 17 April 1970 ma041970

c 14" October 1978 101978

Please note that your password is case sensitive.

§ Documents_201610261
22525.zip
25KB

Cle

Figure 38 In the email, click the down-arrow symbol of the attachment to
download it.

4. Open the downloaded attachment.

5. When the Enter password window opens, enter your password, and then click
OK.

\}E:,Ba“,",'wu s - e Figure 39 To view the attachment,

[ enter your password in the Enter
password window, and then click OK.
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Send email messages to multiple patients

With the email service, you can now send email messages to multiple patients that
fit a certain criterion. This feature is available on the Patient Special Search and
Chart Audit screens.

Send email messages to multiple patients through the Patient

Special Search screen. To send email messages to multiple patients through
Patient Special Search, follow these steps:

1. On the IMS menu bar, click Utilities, and then click Patient Special Search.

2. In the left pane of the Patient Special Search screen, enter the necessary filter
criteria, and then click Search in the lower pane.

Note:
The Email Exists, Cell# Exists, and Care Portal Users check boxes are new filter criteria that

retrieve records with email addresses, cellphone numbers, and IMS CarePortal accounts.

3. In the right pane of the screen, select the check boxes to the left of the Name

column to select the recipients of the email messages.
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