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Superbills = ICANotes - Charge Entry

This tip sheet is intended to assist team members with processing Superbills stored in Box
for Charge Entry from the ICANotes portal, specifically for Coastal Health Group.

Steps Action

1
Box Superbllls wx @ Q Search files and folders =
Open Box to Coastal
Health Group > Charges. @ Files t » AllZone - Charges and Demographics » Coastal Health Group > CHARGES
Look for PDF files named e 4 R
BOX with dates.
-;;— Completed Today by Marcus Coleman
Note:
) X h BOX Belkis June - Septemeber 2025.pdf Today by JENNIFER PATTERSON
Files may have provider
name as We" aﬂer BOX h BOX October 1-11 2025 .pdf Oct 17, 2025 by JENNIFER PATTERSON
Both instances are listed
in picture.
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Superbill PDF o

Sasbrrimed 1 ASSIIS

Open Superbill PDF file
to begin reviewing
patients listed.

These are patients that T ez
have charges to be el oche, WD
loaded in PHI. e - Dt ot smrvice: 109972325
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Tip Sheet: Coastal Health Instructions -

Superbills — ICANotes = Charge Entry

Steps
3
Logging into ICANotes

Please log in using your
email or distribution email
and password provided to
you.

Note:

If on a distribution email,
please contact owner for
any log in issues.

Action

ICANoOtes+)

Behavioral Health EHR

Login to ICANotes+

*Email

*Password

®

Forgot your password?
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4
Billing Worklist

The default is the
dashboard. Please follow
actions below:

A. SelectBilling

ICANOtest) )1 | ING WORKLIST

General 9 Billing Worklist

Worklist
. DASHBOARD Appointments without Notes Unbilled Encounters Billed Encounters
B. Select Unbilled
Encounters ﬁ@
CHART ROOM Mo prior claim submission
5 General Billing Worklist
SIgned Charts Appointments without Notes Unbilled Encounters Billed Encounters
Search for the Patient’s B oo
name under Client using
. . () Encounter Location 11 Rendering Provider 44 i Client 4 3 Client Status Note Type Note Status H Diagnosis
a partlal LaSt and FIrSt Rel Lol * Sort Ascending Complete F3181 Bipolar Il
name then Fil ter O 10/0%/2025 ~ Coastal Health Group Inc Dayani Mesa DoB:0! M| & SortDescending i [ Sgned | P
s . Es
Service Code Modifiers Total Units Chan I.“ (F:.c‘ntlumns
Charts marked as Slgned 90791 Psychiatric Diagnostic Evaluation 10 1 B
Contains
are charges to be keyed 90833 Pchotherapy Servies w/ESM 60 © . | o
and processed in PHI. Ao PV
[ 07/01/2025 ~ Coastal Health Group Inc Sandra Pelaez-Munsey Contains Progress Note [ in Progress | dis... F41.1 Generalized|
Note: If Note status is not = e
. Service Code Modifiers Total Units Charg _
marked as signed, please =
99214 Established Patient 25 min 10 1
create a Task. : _
90833 Psychotherapy Services w/ E&M 30 min 10 1 $20000 -
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Tip Sheet: Coastal Health Instructions -

Superbills — ICANotes = Charge Entry

Steps
6
Insurance on Superbill

Please enter the
insurance company and
ID number from the
Superbill into PHI.

Action

Rendering Provider:
Emelina Arocha, MD

Patient Name: Re Le Date of Service: 10/09/2025
telehealth
D.0.B
Office Visits: Primar¥ Insurance: Cigns
Sick Visits 2z
Mew Patient: _

So201{10 mins];

Coastal Health Group, INC

7990 5W 117th Avenue Suite
#132 Miami, FL 33183

Psychotherapy Services [con't)

7

Incident in PHI
Please update the
Incident Tab in PHI with
the related letter from the
Superbill:
. DOS
Billing & Rendering
Provider
ICD-10 (diagnosis
codes)
CPT code
Modifier - Any
procedure being
keyed must have
the 95-modifier
appended to it
when the POS is
10 *if one is not listed,
use 11* The
Superill will state
Telehealth after DOS.
F. Save and Close.

mo O w»

Coastal

7990 SW 117th Avenue Suite
#132 Miami, FL 33183

Rendering Provider:
Emelina Arocha, MD

Patient Name: Rel 1 Lo

D.0.B:
Office Visits:
Sick Visits
New Patient:
99201(10 mins)_
99202(20 mins):__
99203 (30 mins):

Health Group, INC

o Date of Service: 10/09/2025

Primar¥ Insurance: Cigns

L

Psychotherapy Services [con't)
Family Psychotherapy
w0 patient present [90845);

@ugzmus mins):_X
D9205(560 mins)_____
Established Patient:
99211{5 mins);
959212{10 mins);
99213(15 mins)_____
99214(25 mins);,
99215{40 mins)____
Psychiatric Evaluations:
Diagnostic Assessment w/o Med Sarv
90791 jcomplex_ {TG-mod)
Diagnostic Assessment w/ Med Serv
L complex: —__[TG-mod)

Testing & Findings:
Explanation of Findings: ——
{90887): Psychological Testing,
(90601):
Paychotherapy Sendces
Psychotherapy Services wy/ Pt or Family
30 Mins,
[o0832): a5
Mins (90834}
Psychotherapye mices (gD EETN Service
30 Mins (90833,
@5 Mins [90‘836]: ]_R
60 Mins (90838}
Psychotherapy for Crisis

B mA e e R e

ﬂ&m and Close | Save and New N e.-{g_.\!:d“h_ne
[ PabentiCusranter | irsuence [BUCEY Ooament |

Incident
Ref Provider:

g Prowider:

Diagnesis Codes

F31.81

T ReCalc | @) Refresh &3 Special Billing & Coders Comer 5] Emor Check _

Service lines

Faclity: COAST - COASTAL HEALTH GROUP, T ~ Dos T Modfier |Qty  BlAmt  Provider

W0f8/2025 90836 95 1 286,00 ARCEM -ARD.. 12

= || 1 Primary Care
ARCEM - ARGCHA, EELINA ACACI® -
Ich: |2 pe:

Reporting Class: = MRN:

Total Expected: 520,00 Total Billable: 530,00

HIPOLAR IDISOREER 01 Medical Care / Pain Management
10 Telehealth Provided in Pafients H.. -

0092025 -

Type of Service:

Flace of Service:

@ak of Service Fram:

eeme.rgprwda: AROEM - AROCHA EMELINA . - (1)

Supervisng Promider:

To: | 10003/2025

85214 ocifer; 25 Quaniity: |1

OFFICE OfF EST MOD 30 MIN ICD Link: |12

60 Mins [90839);
ea. add 30 Mins,
{s0840):

e 5 F_.H.BI 4.

2 5.

3. 6.

Diagnosis:

— - corars O

CREDIT CARD:

9, 12, CHECK:




Tip Sheet: Coastal Health Instructions -

Superbills = ICANotes — Charge Entry
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Steps Action
8
Closing Charge in e General Billing Workiist
ICANotes od
After all charges on the DASHEOARD Appointments without Notes Unbilled Encounters Billed Encounters
patient have been keyed
in PHI for Providers, Eg ) o
return to IC A NO tes to CHARTROOM No prior claim submission
Complete Charge' @ Mark as Billed
Please follow actions 588 S Location 1 Rendering Provider 4 4 Client 42 Diagnosis
below: CALENDAR F33.1 Major deprassive
oo dis..., F41.1 Generalized
A. Check mark the — e Y 10/17/2025A  Coastal Health GroupInc Lucialeiva RalsaGarcla % FASE:‘ZE
charge DOB:01/21/19 amaety... F43.10 Fost-
g . traumatic stres
. QuICK
B. In Actions, use drop CALENDAR Service Code Modifiers Total Units Char
down and select
Mark as Billed. Now @ 99214 Established Patient 25 rin 10 1
the charge in
IC ANOtegS is SUPPORT 90833 Psychotherapy Services w/E&M 30 min 10 1
complete.
9
Superbi" in BOX Q, Search files and folders =

Move on to next patient in
Superbill PDF. Once all
patients and charges are
loaded in PHI, move
Superbill PDF from
Uploads to Completed
folder in Box.

t: > AllZone - Charges and Demographics > Coastal Health Group > CHARGES

NAME T

P
“..Complcted

L1
L
LETY.
LI Ty

'] BOX Belkis June - Septemeber 2025.pdf

(2] BOX October 1-11 2025 .pdf

UPDATED

Today by Marcus Coleman

Today by JENNIFER PATTERSON

Oct 17, 2025 by JENNIFER PATTERSON




