
Navigate to your schedule: 

Schedules -> Clinician -> Clinician Calendar 

 

 

 

 

 

 

 

 

 



Double-click the visit you wish to complete: 

Double-click the blue planned visit and a new page will pop open. 
From here, scroll to the bottom and click “Add Document”. 

 

 

 

 

 

 

 

 

 

 



A new window will pop up where you can directly upload your files from your computer. Then select whether it is an 8606a/eval or 3625 from 
the Folder dropdown selection on the left. Upload and close. These documents will now be attached to the visit. All visits require the proper 
documents to be processed for payroll. Please reach out to us if you have any questions. 


