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Setting up a Raintree Icon

Create a folder called “rtw” off your computer C:\ drive. Usually this would be c:\rtw. To
do this click on START then click on My Computer then click on Local C Drive.

Once you are on your C: drive you will need to Right Click and then select NEW
and then FOLDER. This will allow you to create a new folder which you should
name RTW.

Now that you have your RTW folder created you will need to download the Raintree
client from

https://door.rtedev.com/download/rt 10.2.500/installers/clientinstaller/RaintreeClientSetu
p.exe?status=latest To the_c:\rtw directory.

Once you have saved the rtclient.exe (you may need to unzip the attachment) to
your C:\rtw folder you will need to create a short cut on your desk top.

You can do this by, Right Clicking the rtclient.exe icon and then selecting the
Send To option then select Desktop (create shortcut)

You should now have a Raintree shortcut on your desktop. Now you want to Right Click
on the new Raintree Icon that was created, and select Properties. After you are in the
properties you will need to find the Target: (usually under shortcut tab) In the Target:
cell you should see something that reads c:\rtw\rtclient.exe you will need to click in this
cell at the end of the rtclient.exe and then add a space, this is where you will enter your
parameters.

Your full target line should look like this: C:\RTWArtClient.exe
/host:AllAboutSpeech.Raintreeinc.com /config:AllAboutSpeech_live

Once you have entered in the parameters you will need to click on APPLY then OK.

Once you have properly created your Raintree icon you will need to double-click the
shortcut to launch Raintree. Once connected you should be able to enter your user
name and password. (See New User Login Information)

Your Parameter is:

C:\RTWArtClient.exe /host:AllAboutSpeech.Raintreeinc.com
/config:AllAboutSpeech_live


https://door.rtedev.com/download/rt_10.2.500/installers/clientinstaller/RaintreeClientSetup.exe?status=latest
https://door.rtedev.com/download/rt_10.2.500/installers/clientinstaller/RaintreeClientSetup.exe?status=latest
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Changing your Password

Change your password

If you are logged in, you can change your password in Raintree at any time.

. Log on to your account in Raintree.

. Press F4.

. Click Change Password.

. Type your existing password and press Enter.

. Type your new password in New password and press Enter.

. Type your new password again into the Re-type your new password field to confirm.
. Press F10 to change your password.

After you press F10, a popup appears in the lower right corner displaying the results.

~NOoO O WNE

If you have password reset and security questions enabled in your system, you can also view
and change your security questions in this screen.

Reset your password
If you have forgot your password, you must contact the system administrator (HR Manager) to
reset it for you.
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Shortcut Keys

Main Menu

Key Function

B Dashboard

S Scheduler

P Patient files

D Daily ledger

R Reports/forms

T Tables

E Edit (within notes), Exit on Main Menu
Appointments/Charting

Key Function

A Add appointment (scheduler only)

Ctrl + A Select All (for goals)

Ctrl+ C Copy

Ctrl + 1 Check in appointment

Ctrl + L Clear appointment Status

Ctrl+ N No-show appointment

Ctrl+ O Check out appointment

Ctrl+S Save data/populate to sign-off screen

Ctrl+V Paste

Curl+ X Cut

C Cancel appointment

Delete Delete information/appointment/goal

E Edit (within notes), Exit on Main Menu

V Verify Delete (after selecting “Delete”)

Y Yes

N No

< Go back (you can also click in upper left)
F Keyes

Key Function

F1 Access Raintree help

F2 Open new tab, return to first tab

F3 Temporarily leave/return to Raintree

F4 Lock workstation, log out

F5 Access to Raintree Calculator

F6 View and define Raintree Quick Keys

F7 Print/view options

F8 Review system information

F9 Access Raintree email

F10 Save data entered into Raintree

F11 Stop shadowing a user

F12 Stop Recording
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1. Adding a new appointment — Highlight the cell of time you are wanting, right click, select

add appointment

All About Speech & Language - dat ~ User JGraepel  Station: 14 allaboutspeech.raintreeinc.com: 10056 x
All Providers [
< View Add Edit Delete Cancel Find + - > 8
Appaintments: AUTO
All Providers -- Friday -- 03-11-22
Baylee Skjefte Brittany Garcia ‘Jenna Graepel |Rosamaria Gigliotti Melissa Dieguez | ‘
8 Am ~
13
30
45
9 ——
= Add Appointment
30
5 Add From Waiting List
10 Am Paste Appointment
15
0 Make Available
5 Make U
11 amM
5 Reserve Time
Clear Reserve Time M

&A% D EX

paE QAW @ B | Copyscneue

i3 A Mar 2022 >»\R|H lll TmEts
- Sun Mon Tue Wed Thu Fri Sat eHent | nsurenes - tama

27 28 1 2 3 4 5 . Address
<2 @ PN city

6 7 8 8 10 gy % DOB Pref Phone
& 13 14 15 16 17 18 19 Sex Home Phone Work Phane

20 21 22 23 24 25 26 Case FC Prlmgry Cell Secondary Cell

Status Email
27 28 29 30 3 1 2 Balance Visits Comment
3 4 35 6 7 8 9 Copay/Deductible
s i N : 1:43 PM

2 =5 @ @ = O E O e s 1 ) 67°F sunny A~ M Q)

173172022 E
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2. Select the following that applies for each cell:
o Patient’s name —Click on the cell to type in the patient’s last name, find the
patient in accordance to correct first and last name, then double click the name.
Make sure to do this step first, that way it will auto fill in “Referral”

EJ All About Speech & Language - dat  User: JGracpel  Station: 14 allaboutspeech.raintreeinc.com: 10056 - X
All Providers [

< Find Add Edit Delete Print Select Hide Inactive > 8
~
Appointment | History | Providers -- Friday -- 03-11-22
nna Graepel Rosamaria Gigliotti Melissa Dieguez
8 AM Date 03-11-22 Time 09:00a ~
15
30 Provider JEGR Jenna Graepel
25 Location
9 AM Referral P " N F‘ _
B | Type atent rles
30 Case Name Status Account #  DOB
25 Length 15 minutes
10 AM
15 FPatient SPEECH
30
45 DOB

11 AM Home Phone
15 Primary Cell

El] Email v
Py
A Comment
EIE] ‘Speech, Holly T SETUP  DD00722 01-18-2003
Sul
& —
2
&
& . Status
ES
2
3 Created on  01-31-22 01:49p by JEGR.
v
< >
= = @ < B o @ = L 3 T Gnmy s G i [
H n - = y 1/31/2022
EJ All About Speech & Language - dat  User:JGraepel  Station: 14 allaboutspeech.raintreeinc.com: 10056 = x
Al Providers [
< Save Cancel > 8
. ~
Appointment
Appointment | History | Providers -- Friday -- 03-11-22
nna Graepel Rosamaria Gigliotti Melissa Dieguez
8AM| Date 03-11-22 < Time 09:00a ~
15|
30| Provider JEGR Jenna Graepel
45 Location
pa sl a0 < o < [
15[ Type
30| Case
45 Length 15 minutes
10 AM
15| Patient 0000722 speech, Holly T ‘
30|
25| Dpos 01-18-2003
11 AM Home Phone
15| Primary Cell  (813) 220-0971
30| Email holly@aaspeech.com v
& RO @ B
) Comment ){J \_) = J;
B[«
- Sul
i - Address
| Update Future Comments g
Pref Phone
8|,y swts Home Phone Work Phone
2 Primary Cell Secondary Cell
[ Email
2] Comment
3 Crestedon 01-31-22 03:25p by JEGR v
< >
= 326 PM
- f . . o
W Hi G [ 2| [x "] Eﬁ o e ¥ 68°F Sunny A~ i) 1731/2022 =]
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o Location — Click the carrot arrow on the right side of the cell to generate the drop
down list OR TYPE the correct code. Select the appropriate location for the
client’s session.

STMPA = South Tampa VALFL = Valrico

TELE = South Tampa Telehealth TELEV = Valrico Telehealth

EJ All About Speech 8ilanguage - dat  User: JGraepel  Station: 14 allaboutspesch.raintrecinc.com: 10056 - X
All Providers [

14 Find Add Edit Deactivate Print Select Pending Code Update > 9
Appointment | History | Providers - Friday -- 03-11-22
nna Graepel Rosamaria Gigliotti Melissa Dieguez
8 AM Date 03-11-22 Time 09:00a a
15
30 Provider JEGR . b‘
45 Location VALFL LGCBUGH Ta €
9 AM Referral Code Description Address Phone City ST NPT
15 Type CDC  Child Development Center, MacD 324 N Dale Mabry Hwy, Ste. 201 (813) 616-4004 Tampa FL 1679819460
30 Case < | CELAS CuttingEdge Learning Academy 1452 Bloomingdale Avenue (813) 616-4004 Valrico FL 1679819460
45 Length 15 CMS Al About Speech & Language - 324 N Dale Mabry Hwy, Ste. 201 (813) 616-4004 Tampa FL 1679819460
10 AM HLLEL  Hillel Academy of Tampa 324 N Dale Mabry Hwy, Ste. 201 (813) 616-4004 Tampa FL 1679819460
15 Patient 0000722 | HOMES All About Speech & Language - 324 N Dale Mabry Hwy, Ste. 201 (813) 616-4004 Tampa FL 1679819460
30 HOMEW Al About Speech & Language - 1452 Bloomingdale Avenue (813) 616-4004 Valrico FL 1679819460
45 DOB 01-18-2002 MCHHP Montessori Children's House of 324 N Dale Mabry Hwy, Ste. 201 (813) 616-4004 Tampa FL 1679819460
11 AM Home Phone SCHZK Congragation Schaarai Zedek 1452 Bloomingdale Avenue (813) 616-4004 Valrico FL 1679819460
15 Primary Cell  (813) 220-( STMPA South Tampa 324 N Dale Mabry Hwy, Ste. 201 (813) 616-4004 Tampa FL 1679819460
0 Email holly@aasp TELE  Telehealth Visit - S. Tampa 324 N Dale Mabry Hwy, Ste. 201 (813) 616-4004 Tampa FL 1679819460 v
- TELEV Telehealth Visit - Valrico 1452 Bloomingdale Avenue (813) 616-4004 Valrico FL 1679819460
@E\} Comment VALFL All About Speech & L v 1452 Bk i Avenue (813) 616-4004 Valrico FL 1679819460
2« WESTM Westminster Academy 324 N Dale Mabry Hwy, Ste. 201 (813) 616-4004 Tampa FL 1679819460
= | Sul WINTH All About Speech & Language 6152 Delancey Station Street S (813) 616-4004 Riverview FL 1679819460
—! 2, __ Default Location
= €
& . Stws
2
2
3 | Crestedon 01-31-22 01
v
< >
# 2 € @ =~ E3H 3 E QO [ B ] 67°F Sunny ~ ) 11;‘:;22 =]
£ All About Speech 8 Language - dat  User JGraspel  Station: 14 allaboutspeech raintresinc.com: 10056 - X
All Providers [
< Save Cancel > ]
K ~
Appointment
Appointment | History | Providers - Friday -- 03-11-22
nna Graepel Rosamaria Gigliotti Melissa Dieguez
8 AM Date 03-11-22 Time 09:00a a
7
Provider JEGR Jenna Graepel
Location VALFL All About Speech & Language, Valrico
9 Referral 0000 <| Mot Applicable _
1 Type
30| Case <
45 Length 15 minutes
10 AM
15| Patient 0000722 speech, Holly T
30|
45 DoB 01-18-2003
11 AM Home Phane
15 Primary Cell ~ (813) 220-0971
30! Email holly@aaspeech.com v
- N
Q& Comment 25 @ @ @ W ﬁ
2«
Sul
= 2 Address
4 Update Future Comments €y
& status Pref Phone
13 Home Phane Work Phone
A Primary Cell Secondary Cell
Email
2 Comment
3| Crested on 01-31-22 03:25p by JEGR .
< >

5 @ @ = E\; O R O [0 I 1 68°F Sunny A d) wi;i:ggz =]
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o Type - Click the carrot arrow on the right side of the cell to generate the drop-
down list OR TYPE the correct code. Select the appropriate type for the session.

STX30 = Speech Therapy, 30 min

OTX30 = Occupational Therapy, 30 min

STX45 = Speech Therapy, 45 min

OTX45 = Occupational Therapy, 45 min

STX60 = Speech Therapy, 60 min

OTX60 = Occupational Therapy, 60 min

STEVL = Speech Initial Evaluation

OTEVL = Occupational Initial Evaluation

STREV = Speech Re-evaluation

OTREV = Occupational Re-evaluation

£ All About Speech & Language - dat  User: JGraepel  Station: 14 allaboutspeech.raintreeinc.com: 10056, = X
All Providers [
< Find Add Edit Deactivate Print Select Pending Code Update > 8
Appointment | History | Providers -- Friday -- 03-11-22
nna Graepel Rosamaria Gigliotti Melissa Dieguez
8AM  Date 03-11-22 </ Time 09:00a -
15
30 Provider JEGR Jenna Graepel
a5 Location VALFL All About Speech & Language, Valrico
gam  Referral 00000 3
| Type Appointment / Recall Types
30 Case < Code Description
45 Length 15 FEX30 Feeding Treatment
10 AM FEX45  Feeding Treatment
15 Patient 0000722 | FEXG0  Feeding Treatment
30 GROUP  Group Therapy
45 poB 01-18-2003 LUNCH  Lunch
11AM  Home Phone MEET  Meeting
15 Primary Cell (813)220- OTEL3 OT Teletherapy Tx
30 Email holly@aasp OTEL4  OT Teletherapy Tx -
o OTEL6  OT Teletherapy Tx
@ comment OTEVL  OT Evaluation
IR OTREV  OT Re-Evaluation
v
== OTX30  OT Treatment
2
@ . Update Future Comments City
Pref Phone
& status Home Phane Wiork Phone
il Primary Cell Secondary Cell
1 Email
= Comment

3 Createdon 01-31-22 03:25p by JEGR
<

a0 €@ - BE 33 AR O B w

331PM
68°F Sunny A~ ) =]

1/31/2022
£ All About Speech & Language - dat  User: JGraepel  Station: 14 allaboutspeech.raintreeinc.com: 10056 = X
All Providers [
< Save Cancel > 8
. ~
Appointment
Appointment  History | Providers -- Friday -- 03-11-22
nna Graepel Rosamaria Gigliotti Melissa Dieguez
gAM = Date 03-11-22 <| Time 09:00a -
15
30 Provider JEGR Jenna Graepel
45 Location VALFL <| All About Speech & Language, Valrico
AL R 00000 < ot popicase I
Type STX30 < ST Treatment
Case [sSTO01 <| Speech Therapy, Payor: + Patient Resp
Length 30 minutes
1
15/ | Patient 0000722 speech, Holly T
30
| ooe 01-18-2003
11 AM | Home Phone
15 | Primary Cell  (813) 220-0971
30/ Email holly@aaspeech.com v
& RO@fm »
A= Comment 5 2 ﬁ
i=dR]
50
RS Address
@) Update Future Comments city
stat Pref Phone
& atus Home Phone Work Phone
2 Primary Cell Secondary Cell
i Email
2 Comment
3 Createdon 01-31-22 03:25p by JEGR -
< >
o 332PM
- f . 5 o
;| =i G € = 5; O R Q s B8°F Sunny A ) gy &

NOTE: These color codes are integral in allowing Client Services to identify services that

require follow-up, i.e. Re-Evaluations.
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o Case — This will auto populate if you input and select the patient’s name first;
make corresponding selection (usually ST001 or OT001) (SEE ABOVE)

o Length — This should auto populate when you entered in the “type”. The length of
service time will match the “Type” of session, l.e. 30, 45, or 60 minute for
treatment sessions. (SEE ABOVE)

3. Once all the cells have been complete, select “Save” at the top left corner, ctrl + s, or Fn
+ F10. You will then see this appointment added to your scheduler.

3 All About Speech & Language - dat  User: JGraepel  Station: 14 allaboutspeech.raintreeine.com: 10056 - X
All Providers [

< Save Cancel > ]
~
tpow ntment
A tment | History I Providers -- Friday -- 03-11-22
nna Graepel Rosamaria Gigliotti Melissa Dieguez
8 Am Date 03-11-22 Time 09:00a -
13
30 Provider JEGR Jenna Graepel
45 Location VALFL All About Speech & Language, Valrico
9 AM Referral 00000 Not Applicable _
5 Type 5TX30 < ST Treatment
30 Case STOOL < Speech Therapy, Payor: + Patient Resp
15 length 30 minutes
10 AM
15 Patient 0000722 speech, Holly T
30
45 Dos 01-18-2003

11 AM Home Phone
15| Primary Cell  (813) 220-0971

30 Email holly@aaspeech.com v

& BO@am » | ¢

@ comment 5 +

EEIR]

o su

bl e Address

2 5 . Update Future Comments g:t:fphane

& atus Home Phane Work Phone
20 primary Cell Secondary Cell
i Email
% Comment

3 Createdon (01-31-22 03:25p by JEGR

< >
- - . P 2 i 3:39PM
#a o €6 @ -« BE 3 d & Q 3 F 68 Sumy A @) oo B
E3 Al About Speech & Language - dst  User JGraepel  Station: 14 allaboutspeech.raintresine.com:10056 - X
All Providers [
< View Add Edit Delete Cancel Eind E3 = > 8

Appointments: AUTO
All Providers -- Friday --03-11-22
Baylee Skjefte Brittany Garcia Jenna Graepel Rosamaria Gigliotti Melissa Dieguez
-

13

30

45

9 AM Holly Speech STX30

0 I

EAQAS BruXlhYG B ARO|@m » | ¢

AR R | Mar 2022 |3 LN .
i Patient | 1 Contacts
SN Mon Tue Wied Thu Fri_sat el

S 7w 123 a4 s o o éidress

L] ity
6 7 8 9o 10y > DOoB pref Phone

8|13 14 15 16 17 18 19 Sex Home Phone Work Phone
20 21 22 93 24 35 6 case FC primary Cell Secondary Cell

Status Email

Zoan 2 s o i 2 Balance Visit# Comment
3 4 5 6 7 8 9 Copay/Deductible

== €@ - BE A dEOQ i P W sy A W) i, B
Relevant Procedures: Procedure for Handling Reschedules-Explained, Therapist
Procedure for Using ZOOM for Teletherapy Appointments

9
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Deleting Appointments
Select the appointment on your scheduler so it is highlighted. Right click OR press ‘d’ on
your keyboard to prompt deletion.
]

All Providers [

< View Add Edit Delete Cancel Eind * - > 8

Appointments: AUTO

All Providers -- Friday -- 03-11-22

Baylee Skjefte Brittany Garcia Jenna Graepel Rosamaria Gigliotti Melissa Dieguez
8 AM ~
15
30
25
9 Am Holly Speech STX30|
15
30 Patient Files Appointrnent Card
25
10 AM Appointment History Fax
15 Edit Google Map
30
3 Add Post Payment
11 AM Move To Waiting List Patient Chart
15
o Copy Relink Appaintments .
~ -’@% _)% T g x [ o % Q e Cut Print Receipt
@&QA S | DelEd & - <
= Delete - no history O RTCopnect
1|4 4 k002 > W, [patient | msurance  Contacts
Gy Sun Mon e Weel T AFNRS St (o Cancel - wi history Send Blast Alerts
T 1 2 3 4 s |2 HollySpeeeh e B
& ™) PN 0000722 City Mo Show Confirm Appointment Manually
e 7 8 9 10 QN2 - DOB  01-18-2003 Pref Phone
B3 415 16 17 18 19 |12 sex  F Home Phone | Checkln Resend Appointment Reminder
Case FC SP primary Cell (8
20 21 22 23 24 25 6 Status  SETUP Ema"w 5" Check Out Welcome Letter/Patient Forms
27 28 29 30 31 1 2
Balance 0.00 Visit# 1 Comment Telehealth Waiting Room
3 4 5 6 7 &8 9 Copay/Deductible /0.00

Visit / Encounter
i @ @ = M EQ B 2 EF By & @) e [F]

1/31/2022

2. Select “Verify Delete” OR press ‘V’ on your keyboard to bring you to the next step.

o}

E Al About Speech 8 Language - dat User: JGraepel Station: 14 allaboutspeech. raintresinc.com: 10056 = x
Al Providers [

Verify Delete Cancel > ]
Appointment
Appointment | History | Providers — Friday -- 03-11-22
nna Graepel Rosamaria Gigliotti Melissa Dieguez
gaAM  Date 03-11-22 ¢ Time 09:00a ~
15
30 Provider JEGR < Jenna Groepel
25 Location VALFL < All About Speech & Language, Valrica
g9am|  Referral 00000 < Mot Applicable ily Speech e
15 Type STX30 < ST Treatment
30 Case ST001 < Speech Therapy, Payor: + Patient Resp
25/ length 30 minutes
10 AM
15 Patient 0000722 speech, Holly T <
30
45 DoB 01-18-2003
11 AM Home Phane
15| Primary Cell  (813) 220-0971
30 Email holly@aaspeech.com v
& Q@M » | §
@ | Comment 3 =
2|«
Sl
bl pu Address
<2 City
8 pref Phone
& 14 Status ¢ Home Phane Work Phone
a Primary Cell (813) 220-0971 Secondary Cell
Visit# 1 Email holly@aaspeech.com
2 Comment

Created on  01-31-22 03:40p by JEGR =

>

a o @@ = O E O = ] 8 Sy A W) et B

1/31/2022

3. Select “Yes — Delete VERIFIED” OR press “Y” on your keyboard. The appointment
should no longer be on your schedule.

10
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Station: 14

£ All About Speech & Language - dat
All Providers [

< >

User: JGraepel allaboutspeech.raintrecine.com:10056

Appoeintment | History | Providers -- Friday -- 03-11-22

Verify Delete

No - Do NOT delete nna Graepel Rosamaria Gigliotti

8 AM Date Yes - Delete VERIFIED
15
30 Provider JEGR < Jenna Graepel
45 Location VALFL < All About Speech & Language, Valrico

g AM Referral 00000 < HNot Applicable lly Speech STx30|
15 Type STX30 < ST Treatment
o Case STO01 < Speech Therapy, Payor: + Patient Resp
45 Length 30 minutes

10 AM
15 Patient 0000722 speech, Holly T <
30
45 DOoB 01-18-2003

11 AM Home Phone
15 Primary Cell  (813) 220-0071
30 Email holly@aaspeech.com

& comen BOlam B¢

oAk |
Sul
- T Address
<2 City
3 Pref Phone
& 13 Stetus < Home Phone Work Phone
3 Primary Cell (813) 220-0971 Secondary Cell
| Visit# 1 Email holly@aaspeech.com
2z Comment

3 Created on  01-31-22 03:40p by JEGR

@ @ =

o

B A E Q B &

Relevant Procedures: Procedure for Handling Reschedules-Explained

11

Melissa Dieguez

>
345 PM
=]

A s

68°F Sunny
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Copying and Pasting Appointments

1. Select the appointment you wish to move/copy. Right click and select “Cut’/“Copy” or

type ctrl + X/ctrl + C.

All About Speech & Language - dat  User: JGraepel  Station: 16 allaboutspeech.raintreeine.com: 10056 — m] %
All Providers [
< View Add Edit Delete Cancel Eind + - > ]
Appaintments: AUTO
All Providers -- Friday -- 02-04-22
Baylee Skjefte Brittany Garcia |Jenna Graepel |Rosamana Gigliotti Melissa Dieguez | |
8 AM ~
15
30
5
9 AM Holly Speech STX30)
;; Patient Files Appointment Card
45 Appointment History Fax
10214 Edit Google Map
15
30 Add Post Payment
43 Move To Waiting List Patient Chart
11 AM
15 Copy Cil+C Relink Appointments
X Cut Print Receipt
25
12 PM Delete - no history RTConnect
- Cancel - wf history Send Blast Alerts
30
5 No Show Confim Appointment Manually
1 P:; ChecklIn Resend Appointment Reminder
30 Check Out Welcome Letter/Patient Forms
: v
- » — . = Telehealth Waiting Room
2% BraX Né B A0/ @]
| ! @’k % (] | e e, RAEE Visit / Encounter
i - - 1:52 PM
# 0 @ @ = M Ol R g S 78F Partiysunny A H )0, B

12
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2. Use the calendar on the bottom left to go to the day you wish to move the appointment.
You will see it in the “Reschedule” box in the bottom right.

All Providers [
< View Add Edit Delete Cancel Eind + - > ]
@ Appaintments: AUTO
All Providers - Friday -- 02-04-22
"
Baylee Skjefte Brittany Garcia |lennaGlaepeI |RosamanaGiinotti Melissa Dieguez | |
£ ~
15
0
a5
9aMm
15
30
45
10 AM
15
30
45
11 4M
15
30
45
12pm
15
30
a5
1M
15
0
_“ v
1 & |. é -Em‘ ‘ @’ i ‘ B : |¢ @ » ‘EMlmm\z?]MmﬂmlzePane\(M)i
e - o us3PM
5 @0~ BEAME I W T sy~ 0 8
All Providers [
< View Add Edit Delete Cancel Eind + - > 8
@ Appaintments: AUTO
All Providers -- Friday -- 02-04-22
"
Baylee Skjefte Brittany Garcia |lennaGlaepeI |RosamanaGiinotti Melissa Dieguez | |
8AM Py
15
0
a5
9aMm
15
30
a5
10 AM
15
30
45
11 am
15
30
A = 0 - E
GANS B rod &G B QARO|/@«m » | ¢
ICK] Feb 2022 P B |E | [ |
|_ Sun Mon Tue Wed Thu Fri Sat I Patient | Insurance Contacts
G s s Holly Speech Address
| @ PN 0000722 City
= @ v g 9 v i EI DOB  01-18-2003 Pref Phone
|E 13 14 15 16 17 18 19 | ™ Sex F Home Phone ‘Work Phone
20 21 22 23 24 35 26 Case FC Primary Cell (813) 220-0971 Secondary Cell
Status  SETUP Email holly@aaspeech.com
27 28 1 2 3 4 5 Balance 0.00 Visit# NJA Comment
i 6 7 8 9 10 11 12 Copay/Deductible
—
e - g ; o us3PM
# 5 @€ @ =« BE2 W R F & % TEF Partiysunny A 4 =]
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3. Find the desired time and select with your mouse. Right click and select “Paste”, type ctrl
V, or drag the appointment from the “Reschedule List” to the desired time on that day.

All About Speech & Language - dat  User: JGraepel  Station: 16 allaboutspeech.raintreeine.com: 10056 — m] %
All Providers [
< View Add Edit Delete Cancel Eind + - > ]
Appaintments: AUTO
All Providers - Friday -- 02-11-22
Baylee Skjefte Brittany Garcia |Jenna Graepel |Rosamana Gigliotti Melissa Dieguez | |
8 AM ~
15
0
5
9 A [ —
13 Add Appointment
30
5 Add From Waiting List
10 AM Paste Appointment Ctrl+V t
15
2 Make Available
a5 Make Unavailabl
11 AM
15 Reserve Time
30 Clear Reserve Time &
- 5 ob 0 - o
s S BDer@EX % @& l @ | conyschesue
IR Feb 2022 3 2L IP“‘E“] A — Reschedule List
- Sun Mon Tue Wed Thu Fri Sat
ey 2 as o o 2;;"955
s 78 9 wille 3 DOB Pref Phone
& 13 14 15 16 17 18 19 Sex Home Phone Work Phone
50 21 22 23 24 25 26 Case FC Prlm_ary Cell Secondary Cell
Status. Email
27 28 1 2 3 4 3 Balance Wisit# Comment
6 7 8 9 10 11 12 Copay/Deductible

O R

B
e

_ T9°F Mostly sunny

4. Raintree will prompt you to confirm location. Select “Save”, ctrl + s, or Fn + F10

All About Speech & Language - dat
All Providers [

< Save Cancel

User: JGraepel Station: 16

allaboutspeech raintrecine.com: 10056

~

1:54 PM
2/2/2022

Se‘ect appointment |Ocation All Providers - Friday —02-11-22

Baylee Skjefte

|Jenna Graepel |Rosamana Gigliotti

Melissa Dieguez

Original location code | vaLFL

0 New location code  yaLFL <

45

11 AM
15

4 Feb 2022

@#@%@& CNER

336N

Sun Mon Tue Wed Thu Fri Sat

Patient | Insurance Contacts

QAQ/@em | ¢

Reschedule List

- @)
a 3031 1 2 3 4 5 o 2;:’955
s 7 8 9 wille 3 DOB Pref Phone
|13 14 15 16 17 18 19 Sex Home Phone Work Phone
20 21 22 23 24 25 26 Case FC angry Cell Secondary Cell
Status. Email
27 28 1 2 3 4 5 Balance visits Comment
6 7 8 9 10 11 12 Copay/Deductible
Tl = = . u [i U m ¥ ~ gy [BPM
m =i G L ﬂ f b _ T9°F Mostly sunny B =]
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SPEECH & LANGUAGE

£ Al About Speech & Language - dat ~ User: JGraepel  Station: 16 allaboutspeech.raintreeinc.com: 10056 - O X I
All Providers [
< View Add Edit Delete Cancel Eind + - > 8
Appaintments: AUTO
All Providers -- Friday -- 02-11-22
Baylee Skjefte Brittany Garcia Jenna Graepel Rosamaria Gigliotti Melissa Dieguez
8 am ~
15
30
5
9 AM Holly Speech STX30)
15
30 Holly Speech  5TX30
45
10 AM
15
30
5
11 AM
15
0 v
2aA BenX NG EH AP0/ @B B¢
& EMIER X @
IR Feb 2022 A4S
O Patient | Ir Contacts
= Sun Mon Tue Wed Thu Fri Sat . e reurance onta
& L @ oty Spesch PN 0000722 ?::ress
, 1
s 7 8 @ wffle ™y DOB  01-18-2003 Pref Phone
&| 3 1495 16 17 18 10 Sex F Home Phone Work Phone
20 21 22 23 24 25 26 Case FC SP Primary Cell (813) 220-0971 Secondary Cell
Status  SETUP Email holly@aaspeech.com
waE 1 28 43 Balance 0.00 Visit# 3 Comment
6 7 8 9 10 11 12 Copay/Deductible /0.00
W= @ @ M O R 79 Mostysunny A @ oo B
] B " L= Y 200, 2/2/2022

Relevant Procedures: Procedure for Handling Reschedules-Explained, Therapist

Procedure for Therapist Procedure for Calling Out/Unplanned time out of Office,

Therapist Procedure for PTO/Planned time out of Office
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Block Booking Appointments
1. On the scheduler, select the appointment you wish to block book. Then, select the

wrench icon on the bottom toolbar (towards the left). This will populate a list, where you
will select “Block Booking”.

E All About Speech & Language - dat  User:JGraepel  Station: 12 allaboutspeech.rmintreeine.com: 10056
All Providers [

< View Add Edit Delete Cancel Find * = >

Appointments: AUTO

All Providers - Friday -- 02-04-22

Baylee Skjefte Brittany Garcia |Jenna Graepel |Rosamaria Gigliotti Melissa Dieguez | ‘
8 AM
15
30
43
9 AM Holly Speech ST
15
30
45
10 AM
15
30
45
TT=R
15
30 v
&4 Q5 e X[ FARO @M & §
o o 2w @ & Al i
i M Feb 2022 D»v&lptt]‘ d
Sun Maon Tue Wed Thu Fri Sat atient {[Sinsuanca S0 Tooks (1
T3 1 2 3 [ s |2 HollySpeech Address
& @ PN 0000722 City
R Y DOB  01-18-2003 Pref Phone
& 13 14 15 16 17 18 19 Sex F Home Phone Work Phone
30 21 22 23 24 25 26 Case FC 5P Pr\mgry(el\ (813) 220-0971 Secondary Cell
Status  SETUP Email holly@aaspeech.com
&I 23 488 Balance 0.00 visits 1 Comment
6 7 8 9 10 11 12 Copay/Deductible /0.00
Tesk Menager
— - 11:02 AM
- H " o)
s @ = M O R B P G2F Suny A WA L, B
B All About Speech & Language - dat User: IGraepel Station: 12 allaboutspeech.raintreeinc.com: 10036 - x
G gusg T :
All Providers | [
< View Add Edit Delete Cancel Find + - > a
Appointments: AUTO
All Providers - Friday -- 02-04-22
Baylee Skjefte Brittany Garcia |Jenna Graepel |Rosamaria Gigliotti Melissa Dieguez | ‘
8 Am ~
15
30
45
9 AM Holly Speech sTX30]
15
30
45
10 AM
15
30
45
A
15
30 v
- @g @g B ) o x | Block Book Appaintments )‘ @ ﬂ ‘ ﬁ
o S @ i
Cancel / Reschedule Future Appts
o5 Bl Feb2022 b & oo nsurand
= SN e (S Holly Speech | M0ve Appointments To Witing List
a1 2 3|l o7y Speec
& @ Search Scheduler
6 7 8 9 10 11 12 he
by . .
8|13 14 15 16 17 18 19 Find Available Appointments Jane Work Phone
Cell (813) 220-0971 Secondary Cell
20 21 22 23 24 25 26
Waiting List holly@aaspeech.com
27 28 1 2 3 4 5 t
Scheduler Bookmarks
6 7 8 9 10 11 12
Export
- =P = o E e o RO
# H @ Q@ = 3 O R B g ) 62°F sumy A~ 4) o000 B
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2. You will then see a pop-up for the appointment. You MUST check “Skip Authorization
Validation” if you want to book beyond the auth expiration date, if applicable. We

typically book by calendar year (i.e., starting 2/1/22, will book through 12/31/22).

E@ Al About Speech & Language - dat  User JGracpel  Station: 124 allaboutspeech raintreeinc.com: 10056

- X
All Providers Al Providers [
4 Save Cancel > 8
A ents: AUTC Block Booking
All Providers - Friday — 02-04-22 Filters
Baylee Skjefte Brittany Garcia Jenna Graepel Ro: Patient 0000722 Holly Speech
8 am
= Starting Date 02-05-22 Ending Date 12-31-22
20 Provider JEGR Location VALFL
45 Type STX30 Default Time 09:00a
9 AM Holly Speech STx30| Case 5T001
15 Referral Source 00000 Use Case Referral
30
5 Comment
10 AM
15
) Skip Case Select
b +  Skip Authorization Validation
|12am Skip payor validation if only P payor present
135
30 Recurrence
A @ @ A G 2 e = e Q ,
Q% Sy i‘ * 5 x \}3 M ¢ MR 5 & & @ w ﬁ  Daily weekly Manthly
[PAC R} Feb 2022 [ LN
Sun Mon Tue Wed Thu Fri Sat e Day  Time (if blank default time will be used)
031 1 2 3 5 Holly Speach Address sun
= PN 0000722 City Mon
©Toe Y R 3 DOB  01-18-2003 Pref Phone Tue
13 14 15 16 17 18 19 Sex  F Home Phone Work Ph o
T Case FC 5P Primary Cell (813) 220-0971 Secondz
Status  SETUP Email holly@aaspeech.com Thu
7 28 1 2 3 4 5 Balance 0.00 Visit# 1 Comment Fri
6 7 8 9 10 11 12 Copay/Deductible /0.00 sat
v
< >
o 100 PM
# % € @ = B 3 3 R [T 71F Sunny A~ @) =]

2/1/2022

3. Select appropriate applicable fields. Leave the selection on “Daily” for recurrence if you
want the appointment scheduled each week on same day. Be sure to choose the
correct day and times as needed; if you leave the time blank, Raintree will automatically
book it the following week at the same time.

EX All About Speech & Language - dat  User: JGraepel  Station: 12 allaboutspeech.raintresinc.com: 10056

- %
All Providers [
< Save Cancel > 8
All Providers - Friday — 02-04-22 Filters "
Baylee Skjefte Brittany Garcia Jenna Graepel Rot Patient 0000722 Hally Speech
8 am
B Starting Date 02-05-22 Ending Date 123122 <
0 Provider JEGR Location VALFL
45 Type STX30 Default Time 09:00a
9 AM Holly Speech STx30| Case 5T001
15 Referral Source | 00000 Use Case Referral
30
45 Comment
10 AM
15
» Skip Case Select
45 +  Skip Authorization Validation
[Err Skip payor validation if only P payor present
15
0 Recurrence
e @ @ > = 2 o o Q ;
a5 Sy i‘l * 3 x \Ex e MR 5 & @ @ $ @ « Daily Weekly Monthly
[PAC R} Feb 2022 [ LN
- |SunMon Tue Wed Thu i sat et Day  Time (if blank default time will be used)
o3 1 2 3 s Holly Speech Address sun
@ PN 0000722 City Mon
CERE 3 DOB  01-18-2003 Pref Phone Tue
B3 14 15 16 17 18 19 Sex F Home Phane Work Ph
30 31 32 23 24 35 3 Case FC 5P Primary Cell (813) 220-0071 Secondz Wed
Status  SETUP Email holly@aaspeech.com Thu
27 28 1 2 3 4 5 Balance 0.00 Visits 1 Comment Fri ¥4
6 7 8 9 10 11 12 Copay/Deductible /0.00 sat
v
‘ s

# 5 € @ - B 3 3 R e R 6 sumy A g TTAM

2/1/2022
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4. Select “Save” in the top left corner, type ctrl + S, or type Fn + F10. This will book the
appointments through the entered end date.

£ All About Speech & Language - dat ~ User: JGraepel  Station: 124 allaboutspeech.raintreeine.com: 10056 = X
All Providers Al Providers [
< Save Cancel > 8
Block Booking
All Providers -- Friday - 02-04-22 Filters
Baylee Skjefte Brittany Garcia Jenna Graepel Roy Fatient 0000722 Holly Speech

8AM

15 Starting Date 02-05-22 Ending Date 12-31-22

30 Provider JEGR Location VALFL

45 Type sTX30 Default Time 09:00a
9 AM Holly Speech STX3)| Case STOOL

15 Referral Source | 00000 Use Case Referral

30

45

Block booking
10 AM
Please wait

15

30 ect

i Adding appointments Ltion Validation

lidation if only P payor present

(1A [ 36% Complete | ¥ P payerp

15

30 -

[gﬂ}-‘ kﬂ;ﬁ :\%A ; i d° J—j x \\‘9 i u " N \'\ﬁ‘ @5 @ @ @ $ @ = Daily Weekly Monthly

& «u‘ Feb 2022 » W@ [ [ootient | msurance  contacts

2
:-_. Sun Mon Tue Wed Thu Fri Sat Day Time (if blank default time will be used)
Zla0 31 1 2 3 n 5 Holly Speech Address sun
£ @ PN 0000722 City
2e 78 9 0mn 0 3 DOB  01-18-2003 Prgfphnne :::
5 13 14 15 16 17 18 19 Sex F Home Phone Work Ph
N —— Case FC SP Primary Cell (813) 220-0871 Seconds Wed
Status  SETUP Email holly@aaspeech.com Thu
27 22 1 2 3 4 5 Balance 0.00 Visit# 1 Comment Fri =
6 7 & 9 10 11 12 Copay/Deductible /0.00 sat
-
< >
Fa e n E 2 1:02 PM
@« 0 € @ =~ B 3 3 & o 71°F Sunny A~ ) =]

2/1/2022
5. If there is a conflict, Raintree will provide you with a pop-up notification. You may select
to ignore this notification if applicable. BE SURE to double check there are no double
bookings or scheduling conflicts

Relevant Procedures: Therapist Procedure for Communicating Schedule
Needs/Changes, Procedure for Handling Reschedules-Explained
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Block Rescheduling/Deleting Appointments
1. Most block rescheduling/deleting is handled by the Patient Scheduler to ensure
communication of such changes and to avoid mistakes impacting current or new
patients.
2. On the scheduler, select the appointment you wish to block delete. Then, select the
wrench icon on the bottom toolbar (towards the left). This will populate a list, where you

will select “Cancel/Reschedule Future Appointments”.
E —_
Al Providers Al Providers 5

' 4 View Add Edit Delete Cancel Find +* - >

Appointments: AUTO
All Providers -- Friday -- 02-04-22

Baylee Skjefte Brittany Garcia Jenna Graepel Rosamaria Gigliotti Melissa Dieguez
8 AM
15

45

9 AM Holly Speech TG0
15

a5
10 Am
15

45

11 AM
15

P’ @g -)12% ; do Block Book Appointments ) @ @ ® i
iﬂ « ] o R Can:e\IREschEduIEFutureAppts
Sun Mon Tue Wed Thu Fri Sat 5
;*_z, ans Appointments To Waiting List
0 3 1 2 3 n . Helly Speech

5 7 & o 10 Search Scheduler e
%
& 13 14 15 16 17 18 19 Find Available Appointments lone Work Phone
Cell (813) 220-0971 Secondary Cell
20 21 22 23 24 25 26
Ly st holly@aaspeech.com
27 28 1 2 3 4 5 t
Scheduler Bookmarks.
6 7 8 9 10 11 12
Export
n &5 @ @ = O R W 7UF Sumy A ) oo B
iR Hi n J == y Y 27172022
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Appointment”

£ All About Speech & Language - dat
All Providers  All Providers [

< Save

User: IGraepel Station: 124

Cancel Find appointments

Ar Block Cancel / Block Reschedule

Cancel apt.

Filters
Bi Patient Include all appointments
8 AM Include all appts. without patients
15 ®  Include only one patient
30 0000722 Holly Speech
43
9 AM From 02-04-22
15 ’ To |12-31-E2 <
30 Time 09:00a
45 Weekday Su Mo Tu We Th Fr Sa
10 AM AR~ R AR AR AR A
15
30 Provider JEGR Jenna Graepel
45 Location | VALFL All About Speech & Languag...
11 AM Type sSTX30 ST Treatment
15 Case |STO01
'm ’_ . @ Find appointments Clear fitters
@
& Skip Authorization Validation
IR K| Skip payor validation if only P payor present
- sunM Cancel Delete Reschedule
—| 30 :
=d 6 Reason
& . .
205 comment
27 4
6
< | File Explorer |
- =P = 5
= @ @ m W W R

EX Al About Speech & Language - dat  User: JGraepel  Station: 124

All Providers  All Providers [
< Save

Cancel Eind appointments

Ar Block Cancel / Block Reschedule

Cancel apt.

Filters
Be Patient Include all appointments
8 AMm Include all appts. without patients
15 * Include only one patient
30 0000722 Holly Speech
45
9 AM From 02-04-22
15 To 12-31-22
20 Time 09:00a
43 Weekday Su Mo Tu We Th Fr Sa
10 am ¥ ¥V YV
15
20 Provider |JEGR Jenna Graepel
45 Location | VALFL All About Speech & Languag...
11 AM Type STX30 ST Treatment
15 Case STOOL
~ Bl = @ Find appointments Clear filters
&
e = Skip Authorization Validation
R R Skip payor validation if only P payor present
- SunM Cancel Delete Reschedule
— 30 :
< & Reason
& “|
20 2
Comment
27 i
6
<

..
m
o

9

allaboutspeech.raintreeinc.com: 10056

Clear Apt. Statuses

Found appointments

>

A window will populate with appointments. Complete all respective fields as needed to find
appointments you are looking for (i.e weekday, time, etc.), and then select “Find

allaboutspeech.raintreeinc.com: 10056

> Date Weekday Time Prov  Loc Type Status PN Patient Name
>| 02-04-22 Fri 09:00a JEGR  VALFL STX.. 0000722 Speech, Holly T
> 02-11-22 Fri 09:00a JEGR  VALFL STX... 0000722 Speech, Holly T
b TG Gy & B
2/1/2022
—
Clear Apt. Statuses >
Found appointments
) Date Weekday Time Prov  Loc Type Status PN Patient Name
>| 02-04-22 Fri 09:00a JEGR  VALFL 0000722 Speech, Holly T
> 02-11-22 Fri 09:003 JEGR  VALFL 0000722 Speech, Holly T
> 02-18-22 Fri 09:00a JEGR  VALFL 0000722 Speech, Holly T
> 02-25-22 Fri 09:00a JEGR  VALFL 0000722 Speech, Holly T
> 03-04-22 Fri 09:00a JEGR  VALFL 0000722 Speech, Holly T
> 03-11-22 Fri 09:003 JEGR  VALFL 0000722 Speech, Holly T
> 03-18-22 Fri 09:00a JEGR  VALFL STX... 0000722 Speech, Holly T
> 03-25-22 Fri 09:00a JEGR  VALFL STX... 0000722 Speech, Holly T
> 04-01-22 Fri 09:00a JEGR  VALFL STX... 0000722 Speech, Holly T
> 04-08-22 Fri 09:00a JEGR  VALFL STX... 0000722 Speech, Holly T
> 04-15-22 Fri 09:00a JEGR  VALFL STX... 0000722 Speech, Holly T
> 04-22-22 Fri 09:00a JEGR  VALFL STX... 0000722 Speech, Holly T
> 04-29-22 Fri 09:00a JEGR  VALFL STX... 0000722 Speech, Holly T
> 05-06-22 Fri 09:00a JEGR  VALFL STX.. 0000722 Speech, Holly T
> 05-13-22 Fri 09:00a JEGR  VALFL STX... 0000722 Speech, Holly T
> 05-20-22 Fri 09:00a JEGR  VALFL STX... 0000722 Speech, Holly T
> 05-27-22 Fri 09:00a JEGR  VALFL STX... 0000722 Speech, Holly T
> 06-03-22 Fri 09:00a JEGR  VALFL STX.. 0000722 Speech, Holly T
) 06-10-22 Fri 09:00a JEGR  VALFL STX... 0000722 Speech, Holly T
> 06-17-22 Fri 09:00a JEGR  VALFL STX.. 0000722 Speech, Holly T
> 06-24-22 Fri 09:00a JEGR  VALFL STX... 0000722 Speech, Holly T
% 07-01-22 Fri 09:00a JEGR  VALFL STX... 0000722 Speech. Hollv T
=5 ) 71°F Sunny A~ ) Lk
2/1/2022
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4. If rescheduling appointments, ensure the blue carrot is selected for each appointment
you wish to reschedule. Select the “Reschedule” tab in the bottom left. Complete
appropriate fields that will be changing and fill in with accurate information. Each field
can be typed in or use the drop-down list to make a selection. In this example, the client
is moving from a Friday at 9:00 am to a Thursday at 9:00 am with a different provider.
Finally, select “Reschedule” at the bottom of the tab; selecting “Save” will not save the
information for this.

out Speech anguage - dat ser. JGraepel tation: allaboutspeech.raintresinc.com: — (i
3 All About Speech & Language - d User: JGraepel St 124 allaboutspeechrai 1006 X
All Providers Al Providers 5]

< Save Cancel Find appointments Reschedule > 8
Be Patient Include all appointments > Date weekday Time Prov  Loc  Type Status PN Patient Name 2D
8 AM Include al appts. without patients >ozoa Fri 09:00a JEGR VALFL STX... 0000722 Speech, Holly T
15 =/ Include only one patient
5 0000722 Holly Speech > 021122 Fri 09:00a JEGR VALFL STX.. 0000722 Speech, Holly T
5 > 02-18-22 Fri 09:00a JEGR  VALFL STX.. 0000722 Speech, Holly T
9AM From |02-04-22 > 022522 Fri 09:002  JEGR  VALFL STX.. 0000722 Speech, Holly T
15 To [12-31-22 > 03-04-22 Fri 09:00a  JEGR VALFL STX... 0000722 Speech, Holly T
Ti 09:00.
& ime 2 > 031122 Fri 09:00a JEGR VALFL STX.. 0000722 Speech, Holly T
5 weekgzy % Mo Tu We Th Fr Sa 5 ol
10 M ¥ ¥ A A A 03-18-22 Fri 09:003 JEGR  VALFL STX... 0000722 Speech, Holly T
T > 03-2522 Fri 09:00a  JEGR  VALFL STX... 0000722 Speech, Hally T
£ Frovider |JEGR Jenna Graepel > 04-0122 Fri 09:00a JEGR  VALFL STX... 0000722 Speech, Holly T
25 Location |VALFL <| All About Speech & Languag... > o0s08-22 Fri 09:00a JEGR VALFL STX... 0000722 Speech, Holly T
Type |STX30 <| ST Treatment
L7 210 e reatmen > 04-15-22 Fri 00:00a JEGR VALFL STX... 0000722 Speech, Holly T
15 Case |sTOOL
5 > 042222 Fri 09:00a JEGR  VALFL STX... 0000722 Speech, Holly T
P @ Eind appointments Clear filters > 02922 Fri 09:008  JEGR VALFL STX.. 0000722 speech, Holly T
g = Skip Authorization Validation > 050622 Fri 09:00a  JEGR VALFL STX. 0000722 Speech, Holly T
IR Skip payor validation if only P payor presant > 0513-22 Fri 09:00a JEGR VALFL STX... 0000722 Speech, Holly T
sun M
& [2nM - Cancel | Delete | Reschedule > 052022 Fri 09:00a JEGR VALFL STX.. 0000722 Speech, Holly T
30 1
) Modify > 052722 Fri 09:002  JEGR  VALFL STX.. 0000722 Speech, Holly T
i Date < > 06-03-22 Fri 09:00a  JEGR  VALFL STX... 0000722 Speech, Holly T
& Day of the week |Thursday v [Move forward o]y os10-22 Fri 09:00a JEGR VALFL STX... 0000722 Speech, Hally T
~ Time 09:00a > 061722 Fri 09:008  JEGR VALFL STX.. 0000722 Spaach, Holly T
' Provid MAGT
. Lm“t_” > 06-24-22 Fri 09:00a JEGR VALFL STX... 0000722 Speech, Holly T
ocation
Type . > 070122 Fri 09:00a JEGR VALFL STX... 0000722 Speech, Holly T
Length > 07-08-22 Fri 00:00a JEGR VALFL STX.. 0000722 Speech, Holly T
> 071522 Fri 09:00a  JEGR  VALFL STX... 0000722 Speech, Holly T v
Referral < < >
e . v
< >
a5 6C-BEAAER S T
=i n / b2 / 21/2022
All About Speech & Language - dat  Usen JGraepel  Station: 124 allsboutspeech.raintreeinc.com:10056 - X
All Providers  All Providers [
< Save Cancel Find appointments Reschedule > 8
) > 021822 Fri 09:00a JEGR VALFL STX... 0000722 Speech, Hally T
9AM From |02-04-22 > 022522 Fri 09:00a JEGR VALFL STX... 0000722 Speech, Holly T
15 To |12-31-22 > 030422 Fri 09:008  JEGR VALFL STX.. 0000722 Spaach, Holly T
Time |09:00.
=l ime 2 > 03-11-22 Fri 00:00a JEGR VALFL STX... 0000722 Speech, Holly T
I Weekdzy S Mo Tu We Th Fr Sa S o ol
Ry S S 03-18-22 Fri 09:00a JEGR  VALFL STX... 0000722 Speech, Holly T
15 ) 03-25-22 Fri 09:003 JEGR  VALFL STX... 0000722 Speech, Holly T
0 Provider |IEGR Jenna Graepel > 040122 Fri 09:00a  JEGR VALFL STX... 0000722 Speech, Holly T
45 Location |WALFL < Al About Speech & Languag... > 04-08-22 Fri 09:00a JEGR VALFL STX... 0000722 Speech, Holly T
1] 2 Type | STX30 ST Treatment > 04-15-22 Fri 09:00a JEGR  VALFL STX.. 0000722 Speech, Holly T
15 Case |STOOL
> 042222 Fri 09:002  JEGR  VALFL STX.. 0000722 Speech, Holly T
- @ Find appointments Clear filters
a o find app 1 > 04-20-22 Fri 09:00a  JEGR VALFL STX... 0000722 Speech, Holly T
& Skip Authorization Validation > 05-06-22 Fri 00:00a JEGR VALFL STX... 0000722 Speech, Holly T
IR Skip payor validation if only P payor present > 051322 Fri 09:00a JEGR VALFL STX... 0000722 Speech, Holly T
sun M
o 29nM - Cancel Delste Reschedule > 05-20-22 Fri 09:00a JEGR VALFL STX... 0000722 Speech, Holly T
0 3
&l Modify > 052722 Fri 09:00a JEGR VALFL STX... 0000722 Speech, Holly T
DI Date < > 060322 Fri 00:00a JEGR VALFL STX.. 0000722 Speech, Holly T
0 ¥ Day of the week [Thursday | [Move forward ~| > 06-10-22 Fri 00:00a JEGR VALFL STX.. 0000722 Speech, Holly T
i o Time 09:00a > 061722 Fri 09:00a  JEGR VALFL STX.. 0000722 Speech, Holly T
g ~ Provider MAGL
6 Locat a ) 06-24-22 Fri 09:003 JEGR  VALFL STX... 0000722 Speech, Holly T
ocation
Type 7 > 070122 Fri 09:00a  JEGR  VALFL STX... 0000722 Speech, Holly T
Length > 07-08-22 Fri 09:00a JEGR  VALFL STX... 0000722 Speech, Holly T
) 07-15-22 Fri 09:00a JEGR  VALFL STX.. 0000722 Speech, Holly T v
Referral < < >
Comment
Only selected fieRg@fe modified.
¥ «  selectall R® unselect all Selected 48 out of 48 appeintments
= Reschedule
v
< >

n 5 €@ "B A @S & TIF Sy A W) G0 B
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5. If deleting appointments, ensure the blue carrot is selected for each appointment you
wish to delete. Select the “Delete” tab in the bottom left. Finally, select “Delete” at the
bottom of the tab; selecting “Save” will not save the information for this.

All About Speech & Language -dat  User: JGraspel  Station: 124 allaboutspeech.raintreeinc.com:10056 = X

All Providers Al Providers [

< Save Cancel Find appointments Delete > 8
5 > 021822 Fri 09:00a JEGR VALFL STX.. 0000722 Speech, Holly T -
9 aMm From 02-04-22 > 02-25-22 Fri 09:00a JEGR  VALFL STX.. 0000722 Speech, Holly T
15 To [12-31-22 > 030422 Fri 09:008  JEGR VALFL STX.. 0000722 Speech, Holly T
Time  09:00
=l ime - > 031122 Fri 09:00a JEGR VALFL STX. 0000722 Speech, Holly T
] Weekday SU MO Tu We Th Fr o s > o Hol
i R 03-18-22 Fri 09:00a JEGR VALFL STX.. 0000722 Speech, Holly T
5 > 02522 Fri 09:002  JEGR VALFL STX.. 0000722 Speech, Holly T
£ Provider |JEGR Jenna Graepel > 0a-01-22 Fri 09:00a JEGR VALFL STX.. 0000722 Speech, Holly T
45 Location |VALFL </ All About Speech & Languag... >/ 04-08-22 Fri 09:00a JEGR VALFL STX.. 0000722 Speech, Holly T
L 2 Type | STX30 ST Treatment ) 04-15-22 Fri 09:00a JEGR  VALFL STX.. 0000722 Speech, Holly T
15 Case |5TOOL
= > 42222 Fri 09:00a JEGR VALFL STX.. 0000722 Speech, Holly T
e @ ¥ _Eind appointments Clear filters > 042022 Fri 09:00a JEGR VALFL STX.. 0000722 Speech, Holly T
[ Skip Autharization Validation > 050622 Fri 09:00a JEGR VALFL STX.. 0000722 Speech, Holly T
9 M4 Skip payor validation if anly P payor present > 051322 Fri 09:00a JEGR VALFL STX. 0000722 Speech, Holly T
Sun M
* Cancel | Delete | Reschedule > 05-20-22 Fri 09:00a JEGR VALFL STX.. 0000722 Speech, Holly T
30 |
& 5 > 05-27-22 Fri 09:00a JEGR  VALFL STX.. 0000722 Speech, Holly T
& ., > 06-03-22 Fri 09:002  JEGR VALFL STX.. 0000722 Speech, Holly T
2 > 06-10-22 Fri 09:00a JEGR VALFL STX.. 0000722 Speech, Holly T
37 | Deleting will remove the appointment from the Scheduler and remove > os17-22 Fri 09:008  JEGR  VALFL STX... 0000722 Speech, Holly T
R the EMRS. > 52422 Fri 09:002  JEGR VALFL STX.. 0000722 Speech, Holly T
> 070122 Fri 09:00a JEGR VALFL STX.. 0000722 Speech, Holly T
> 07-08-22 Fri 09:00a JEGR VALFL STX.. 0000722 Speech, Holly T
) 07-15-22 Fri 09:00a JEGR  VALFL STX.. 0000722 Speech, Holly T v
. < >
F 4 Delete
« selact all o’ Unselect all Selected 48 out of 48 appointments
v
< >
" 5 € @ B E B & IF Sy ~ 2 Mg
i - v Y 2/1/2022
EZ All About Speech BiLanguage -dat  User:JGraepel  Station: 124 allaboutspeech.raintreinc.com:10056 - X
Al Providers All Providers [
8
Filters appointments
Prompt
B: Patient 1 te Weekday Time  Prov  loc  Type Status PN Patient Name @
§ aM 1 You are about to delete 48
= o 1 Do you want to continue? -04-22 Fri 09:002 JEGR  VALFL STX.. 0000722 Speech, Holly T
= 1 -11-22 Fri 09:00a JEGR VALFL STX.. 0000722 Speech, Holly T
5 -18-22 Fri 09:00a JEGR VALFL STX.. 0000722 Speech, Holly T
Yes Mo
9aM From (| - - -25-22 Fri 09:00a JEGR  VALFL STX.. 0000722 Speech, Holly T
15 To | -04-22 Fri 09:00a JEGR VALFL STX.. 0000722 Speech, Holly T
Ti [N
el ime |USTOuE > 031122 Fri 09:00a  JEGR VALFL STX.. 0000722 Speech, Holly T
5 Weekday SU Mo Tu We Th sa 3 o bl
10 4M v A A A A 03-18-22 Fri 09:00a JEGR  VALFL STX... 0000722 Speech, Holly T
5 > 032522 Fri 09:00a  JEGR VALFL STX.. 0000722 Speech, Holly T
» Provider |JEGR Jenna Graepel > 04-01-22 Fri 09:00a JEGR VALFL STX.. 0000722 Speech, Holly T
25 Location |VALFL </ All About Speech & Languag... > 040822 Fri 09:00a JEGR VALFL STX.. 0000722 Speech, Holly T
L] 400 Type |STX30 €| ST Treatment > 041522 Fri 09:00a JEGR VALFL STX.. 0000722 Speech, Holly T
15 Case |sTOOL
5 > 04-22-22 Fri 09:00a JEGR VALFL STX.. 0000722 Speech, Holly T
o @ @ _Eind appointments Clear filters > 042022 Fri 09:00a JEGR  VALFL STX. 0000722 Speech, Holly T
& = Skip Authorization Validation > 050622 Fri 09:00a JEGR VALFL STX.. 0000722 Speech, Holly T
9 4 Skipnayorvalatonlionvpaybibiesert > 05-13-22 Fri 09:00a JEGR VALFL STX. 0000722 Speech, Holly T
sunM
Y Cancel | Delete | Rgschedule > 052022 Fri 09:00a  JEGR VALFL STX. 0000722 Speech, Holly T
30 :
<d ) 05-27-22 Fri 09:00a JEGR  VALFL STX.. 0000722 Speech, Holly T
6
LY > 06-03-22 Fri 09:00a JEGR VALFL STX.. 0000722 Speech, Holly T
2 > 06-10-22 Fri 09:00a JEGR VALFL STX.. 0000722 Speech, Holly T
27 ¢ Deleting will remove the appointment from the Scheduler and remove > o122 i 09:002 - JEGR - VALFL STX... fooor2z Seesch o
s the linked EMRs. > 06-24-22 Fri 09:00a  JEGR VALFL STX.. 0000722 Speech, Holly T
> 070122 Fri 09:00a JEGR VALFL STX.. 0000722 Speech, Holly T
> 07-08-22 Fri 09:00a JEGR  VALFL STX.. 0000722 Speech, Holly T
v
o _ S, I _ _
< >

# 5 6 @ » B A E & B @ 3 TIF Sumy A @) Lol

Relevant Procedures: Therapist Procedure for Communicating Schedule
Needs/Changes, Procedure for Handling Reschedules-Explained, Therapist
Procedure for Client Discharge
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Adding/ Clearing Reserve Time
1. Highlight the cell of time you want to reserve. Right click and select “Reserve”

OR press r
All About Speech & Language RPM - dat ~ User: JGraepel  Station: @ allaboutspeech.raintrecinc.com:10056 — x
All Providers [
< View Add Edit Delete Cancel Find + - > 8
Appaintments: AUTO
All Providers -- Friday -- 03-12-21
Alicia Yimoyines ‘anleeskjeﬂe ‘Brandi Rodriguez | ‘
8 AMm Evaluations: 1 hr, 1 unit ~
15 New Clients: 0
30 Cancellations: 2
5 I A Appointment
9 AM Add From Waiting List
15
e Paste Appointment
45 Make Available
10 AM
15 Make Un
30 T
5
11 &M CerrREsEve Time
= Copy Schedule
30 v
2O Q5B b kXN LR
i (e} =N '(f’ % Ve R s I — L
o M Mar 2021 b»@lpt ‘I‘ s
= Sun Mon Tue Wed Thu Fri Sat e —
8 1 2 3 4 5 & Address
o2 - ™) PN city
T8 9 10 11 gEg3 Y DOB pref Phone
8|14 1516 17 18 19 20 Sex Home Phane Work Phone
21 22 23 24 25 26 27 Case FC Prlmgry Cell Secondary Cell
Status Email
28 28 30 31 1 2 3 Balance Visit# Comment
4 5 6 7 8 9 10 Copay/Deductible
n e ECC -EEAABE w =
= — = o 3/10/2021
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Type in what you plan to reserve that time for OR select from the drop down. It will then
appear on the scheduler in the designated color from the drop-down list. Ensure start/end
times are accurate and provide additional comments if warranted.

MEET Meeting
LUNCH Lunch
PRETO Pre-approved time off
PAPER Paperwork/Documentation
PREP Therapy preparation
STEVL/OTEVL Upcoming evaluation
STREV/IOTREV Upcoming re-evaluation
VAC Vacation
B8 All About Speech & Language RPM - dat  User: JGraepel Station: 9 allaboutspeech.raintreeinc.com: 10056
All Providers [
< Eind Add Edit Deactivate Print Select Pending Code Update > 8
All Providers -- Friday -- 03-12-21
Alicia Yimoyine = work Schedule Codes ee Skjefte Brandi Rodriguez
8 AM Provider BASK Baylee Skjefte Evaluations: 1 hr, 1 unit )
15 Location New Clients: 0
B ]
9 AM ‘Work Schedule Data
15
30 Date 03-12-21
45 Start Time 08:30a
10 AM End Time 09:00a
15 Length 30 minutes
30 Default Type MEET .
= Comment Appointment / Recall Types
11 AM Jenna Code  Description
15 FEREV  Feeding Re-Evaluation A
30 FEX30  Feeding Treatment v
c @ = FEX45 Feeding Treatment @
@ % % e e u 1ia e FExeD  Feeding Treatment
2 A Mar 2021 P& el GROUP Group Therapy
Sun Mon Tue Wed Thu Fri Sat LUNCH  Lunch
o T
KA 28 1 2 3 4 5 6 MEET  Meeting
ol 7 8 9 10 11 gEN 13 - OTEL3  OT Teletherapy Tx
B 14 15 16 17 18 19 20 | D OTEL4  OT Teletherapy T Work Phone

OTEL6  OT Teletherapy Tx Secondary Cell

21 22 23 24 25 26 27
OTEVL  OT Evaluation

&®&ImAE T8 e L———— OTREV OTRe-Evaluation N
4 5 6 7 8 9 10 —
5 , 12:08PM
1] i By ey )
a5 X2 @ @ = B 3 A = J A E W gpng M

it will then appear on the scheduler in orange (see above in right column). Select “Save” in
the upper left, type ctrl + s, or type Fn + F10 to save.

To remove reserve time, simply highlight the reserved time, right click, and select “Clear
Reserve Time” (not pictured).

Relevant Procedures: Therapist Procedure for Meeting with Clinic Manager, Therapist
Procedure for Calling Out/Unplanned time out of Office, Therapist Procedure for
PTO/Planned time out of Office
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Canceling /No-Showing Appointments (with Fee Instructions)

1. Select the appointment you wish to cancel. Select “C” OR right click and select “Cancel
w/ History”.

B2 AllA e e pel allal eeinc.col - X
All Providers [
< View Add Edit Delete Cancel Find + - > 8
Appointments: AUTO
All Providers — Friday — 02-04-22
Baylee Skjefte Brittany Garcia ‘Jenna Graepel Rosamaria Gigliotti Melissa Dieguez | ‘
30 ~
25
9 AM Holly Speech sl
15 Patient Files Appeintment Card
30
i Appointment History Fax
10 AM Edit Google Map
15
o Add Post Payment
— Move To Waiting List Patient Chart
11 AM
o Copy Relink Appointments
30 Cut Print Receipt
25
12 M Delete - no history RTConnect EEEE—
[ % % W | b Li x p:\\a - ‘ % @5 Cancel - wf history ¢ Send Blast Alerts
& == ® Le.
No Show Confirm Appointment Manually
AR Feb202z b & [l e contads
Sun Mon Tue Wed Thu Fri_sat CheckIn Resend Appointment Reminder
3031 1 2 3 n s Holly Speech Address
& PN 0000722 city Check Out Welcome Letter/Patient Forms
A L 3 DOB  01-18-2003 Pref Phone
13 14 15 16 17 18 19 Sex F Home Phone Telehealth Waiting Room
Case FC Primary Cell (313}
20 21 22 23 24 25 26
Status  SETUP Email hollyg Yisit/ Encounter
27 28 1 2 3 4 3 Balance 0.00 Visit# N/A Comment
6 7 8 8 10 11 12 Copay/Deductible

= B @ o " Bl R o G & @) B ]

27272022

2. For a no-show, select the appointment you wish to no-show. Select ctr + N OR right click

and select “No-Show”.

Graepel - x
Al Providers [
< View Add Edit Delete Cancel Eind £ = > 8
Appointments: AUTO
All Providers -- Friday -- 02-04-22
Baylee Skjefte Brittany Garcia ‘Jenna Graepel |Rusamalia Gigliotti Melissa Dieguez | ‘
30 ~
25
9 AM Holly Speech s‘rx3n|
15
™ Patient Files Appointment Card
25 Appointment History Fax
AM
w Edit Google Map
15
30 Add Post Payment
Move Ta Waiting Li Patient Ch
T Move To Waiting List atient Chart
15 Copy Relink Appgintments
! Cut Print R t
= u rint Receip
12 PM Delete - no history RTCopnect v
Y | [ nerg
E.# @.\‘K L:.\‘K = N ® x ‘“\} - u - ‘ (% @5 ® ‘ @ Cancel - w/ history Send Blast Alerts
A R | Feb 2022 [N [Pm”tl Insurance  Contads No Show Crl+N Confirm Appeintment Manually
Sun Mon Tue Wed Thu Fri Sat
0 031 1 2 3 5 Holly Speech Address CheckIn Resend Appointment Reminder
& ] PN 0000722 City X
6 7 8 9 10 11 12 = DOE  01-18-2003 pref Phone Check Qut Welcome Letter/Patient Forms
13 14 15 16 17 18 19 Sex F Home Phane | Telehealth Waiting Room
50 21 33 23 24 235 26 Case FC SP an_ary Cell (813) 220-09
Status  SETUP Email holly@aaspe Visit / Encounter
Wz 4 g Balance 0.00 Visit# 1 Comment
6 7 8 9 10 11 12 Copay/Deductible /0.00
o - 10:50 AM
- 0 = . =
# =5 @ @ = O = &b 69%F Sunny A B 0, B
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3. Inthe pop-up, select a reason for the cancellation/no-show. For “other reason”, you
MUST add commentary; you can add additional comments for any cancellation.

All About Speech & Language - dat ~ User IGraepel  Station: 16 allaboutspeech.raintreeine.com:10056 — x
All Providers [3
< View Add Edit Delete Cancel Eind + - > 8
Appaintments: AUTO
All Providers -- Friday -- 02-04-22
|anlee Skjefte Brittany Garcia Jenna Graepel Rosamaria Gigliotti Melissa Dieguez | ‘
30 "
15
All About Speech 8 Language - dat  User: JGraepel  Statiom: 16 allaboutspeech.raintreeinc.com: 10056 | - | X
All Providers [
< Save Cancel > 8
Appointments: AUTC
Appointment Cancel pY —02:04-22
Baylee Skjefte | Appointment Info ‘Rosamaria Gigliotti Melissa Dieguez | ‘
0 Patient 0000722 Speech, Holly T ~
45 Frovider JEGR Location VALFL Type STX30
9 AM STH30|
15 Reason
30
5 Cancel reason |v «
10 AM
15 Comment [AASL Mandated Cx
Family Vacation
0 Holiday - Office Closed
— No Transportation
11 AM Office Closed - Scheduled, no holiday
5 Other Reason (Please Specify)
Pandemic
0 Patient had an emergency
45 Remove appoimipatient is sick
et Summer Schedule v
| _.,Therapwst Cancelled
® u:WEathEr related office closure ® | @ @ ﬂ | ﬁ
L o )
“ ”
4. Select “Save” (top left), ctrl + s, or Fn + F10 to save.
All About Speech & Language - dat  UserJGraepel  Statiom: 16 allaboutspeech.raintreeinc.com: 10036 — x
All Providers [3
< View Add Edit Delete Cancel Find + - > 8
Appointments: AUTO
All Providers - Friday -- 02-04-22
| Baylee Skjefte Brittany Garcia Jenna Graepel Rosamaria Gigliotti Melissa Dieguez | ‘
30 -
43
All About Speech & Langqusge - dt  User: IGraepel  Station: 16 allsboutspeech.raintreeinc.com: 10056 - x
All Providers | [
< Save Cancel > a
Appointment Cancel pY —02:04-22
Baylee Skjefte Appointment Info |Rosamaria Gigliotti Melissa Dieguez | ‘
30 Patient 0000722 Speech, Holly T -~
45 Provider JEGR Location VALFL Type STX30
9 AM ST
15 Reason
30
a5 Cancel reason Other Reason (Flease Specify) hd
10 AM
15 Comment
30 Mother ran over an ant pile.
—li
11 AM
15
30
5 Remove appointment from the scheduler
12 PM v

ARO @ B §

Eaas @rnxive
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5. To apply cancellation/no-show fees, right click the appointment and select

“Visit/Encounter”.

All About . 5t - x
All Providers [
< View Add Edit Delete Cancel Find + s >
Appointments: AUTO
All Providers -- Friday -- 02-04-22
Baylee Skjefte Brittany Garcia ‘Jenna Graepel |Rosamana Gigliotti Melissa Dieguez |
30 ~
45
g M [E3 Holly Speech ST
15
e Patient Files Appaintrent Card
45 Appointment History Fax
10 Am
il Edit Google Map
30 Add Post Payment
—2
11 AM Copy Te Waiting List Patient Chart
15 Copy Relink Appointments
30 N "
i Cut Print Receipt
12 PMm Delete - no histary RTConnect hd
P < = 0 3 — -
&A% BermXh & 5 Q| @
AR I | Feb 2022 P E ot | msuance  Contacs Confirm Appointment Manually
Sun Mon Tue Wed Thu Fri Sat
003 1 2 3 5 Holly Speech Address Resend Appeintment Reminder
Y @ PN 0000722 City X
6 7 8 9 10 11 12 = DOB  01-18-2003 pref phone Welcome Letter/Patient Forms
LRI E R = B Eoelnene | Clear Status Telehealth Waiting Room
20 21 22 23 24 25 26 EIRIE Eranavicy &
Status  SETUP Email ¢ Visit / Encounter
27 28 1 2 3 4 5 Balance 0.00 Visit# N/A Comment feasor —
6 7 8 9 10 11 12 Copay/Deductible
o = 10:55 AM
] o » Ao 1 ©|
HHE @ @ = M O B o BF Sy A W) G50, B

6. A window will pop-up, select “Enable Charges Tab”, in “Cancel/No Show” tab.

All About Speech & Language - dat

User: JGraepel Station: 16 allaboutspeech.raintreeinc.com: 10036

Speech, Holly g

<

Save Cancel >

Patient Information
Patient Holly Speech
DOB  01-18-03

Record Information
Date |p2-04-22
Time | 09:00a

MR # 0000722
Age 109y ... Case sTO01 <

Therapist| JEGR
Assigned | 1EGR

Histories  Cancel/NoShow | Tracking

Cancel reason Other Reason (Please Specify) ~

Comment

Mnlher ran over an ant pile.

‘ Enable Charges Tab

[}

i

27

for Holly Speech - Visit: NV Payor: SP 00003 + Patient Resp

Loc | vaLFL
Ref| 00000

Type

SLT Standard

Load Template
~ Save

69°F Sunny

A )

10:56 AM
2/2/2022

>

v
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7. Go to the Charges tab and select “Late Cancellation Fee” or “No Show Fee” as it
applies. Select “No Visit” for any of these types of appointments; DO NOT select “No
Service Ticket” as this will prohibit it from going to billing review and mess up Finance.

Station: 16 allaboutspeech.raintreeinc.com: 10036

Miscellaneous

E3 All About Speech & Language - dat  User: JGraepel
Speech, Holly [3
< Save Cancel >
45 Recommendations  Cancel/NoShow Charges Tracking
9 M Evaluation Services
15 ST Evaluations
30
a5 92521 Eval of Speech Fluency
10 AM 92522 Eval ST Sound Production
15 92523 Eval Sound Prod w.Lang
0 92524 Analysis of Voice & Resonance
25 92506 Speech/Hearing Evaluation
11 &AM 92610 Evaluate Swallowing Function
15 92597 Oral Speech Device Eval
30 Speech Re-Evaluation - SP
5 Evaluation Done Qutside
12 PM
& @
IR R Therapy Procedures
= Sun M Enter 15 Min increments
30 3 97150 Group
<2 5 97530 Therapeutic Activity
& 5 ThErapEUt!c Act\\'!lwes 30 M!n'SP
Therapeutic Activities 45 Min-SP
EUp Therapeutic Activities 60 Min-SP
27 2

92507 Speech/Hear Therapy 30 Min

6 Speech/Hearing Therapy 45 Min-SP

Speech/Hearing Therapy 60 Min-SP

Speech/Hearing Therapy 90 Min-SP
Group Speech Therapy

All Previous Notes

Select Service Chg Exp
Chg Exp COVID-19 PPE Co...
Consultation
Family/Therapist Interview
Farent/Therapist Interview
Home Visit
Screening
Late Fee (10 Min)
Additional Services
Services | Supplies Unit  Amount
Chg Exp
Insurance / Payor Information
P 00003 + Patient Resp SP
Bill Ta P
Payor Set Skip Copay
Returned Check Fee
~ Cancellation Fee 60.00 60.00
Mo Show Fee
' Mo Visit e e e

Initial Evaluation

Progress / Re-Evaluations

Diagnosis 1-4 s-5  e-C

1 [00000 UNKNOWN DIAGNOSIS
2
3
4

Time In:
Time Out:
Total Minutes:

Timed
Untimed
Nonbillable
Treatment Time:
Location of‘rreatment
Collect Payment
Amount
pe

Check #

Copay 0.00
Ref#

Type
Post payment

Posting Information
Posted By
gilled |60. 00
Bxpected | 60. 00
FOS

Cosigner
Bill Doc
Bill Loc

Show Charge Recap

Include attendance data on the POC
Last Note

PO missinn/Ry micsina

e e B2 =

=i} n

Mo Active IFSP

v} #’ B & )

Datient Meni

Treatment Summan:

Plan nf Care Dreview Saue

69°F Sunny

= X

v
>
=]

10:38 AM

~ 9 e

Be sure the charges are accurate, located in the bottom right corner of the charges tab.

If they need to be changed, select “Show Charge Recap” and adjust accordingly. It will
auto fill each fee for 60-minute appointments.

£ All About Speech & Language - dat
Speech, Holly [

User: JGraepel

Station: 16

allaboutspeech.raintreeinc.com: 10056

< Save Cancel >
45 Recommendations  Cancel/Noshow =~ Charges | Tracking
9am Evaluation Services Miscellaneous Diagnosis 1-4 | 52 a-c
15 ST Evaluations Select Service Chg  Bxp
) Chg Exp COVID-19 PFE Co... 1 00000 UNKNOWN DIAGNOSIS
5 92521 Eval of Speech Fluency Cansultation 2
10 &AM 92522 Eval ST Sound Production Family/Therapist Interview 3
15 92523 Eval Sound Prod w.Lang Farent/Therapist Interview 4
) 92524 Analysis of Voice & Resonance Home Visit
15 92506 Speech/Hearing Evaluation Screening Time In: Timed
11 AM 92610 Evaluate Swallowing Function Late Fee (10 Min) Time Out: Untimed
15 92597 Oral Speech Device Eval Total Minutes: Nonbillable
0 Speech Re-Evaluation - SP Additional Services Treatment Time:
5 Evaluation Done Outside Services / Supplies Unit  Amount Location of Treatment v
12 PM Collect Payment
@ Amount Copay | 0.00
& ® Type Refe
K Therapy Procedures Method Type
Sun Mg Enter 15 Min increments Chg  Exp Check #
5 4 37150 Group Post payment
2 o 97530 Therapeutic Activity
& 5 4 Therapeutic Activities 30 Min-SP Insurance / Payor Information Posting Information
Therapeutic Activities 45 Min-SF P 00003 + Patient Resp sp Posted By
U Therapedutic Activities 60 Min-SP 8ill To o gilled [ 60. 00 Cosigner
7 2 92507 Speech/Hear Therapy 30 Min Payor Set Skip Capay Expected | 60. 00 Bill Doc
6 Speech/Hearing Therapy 45 Min-SP Returned Check Fee POS gill Loc
Speech/Hearing Therapy &0 Min-SP ¥ Cancellation Fee 60.00  60.00
Speech/Hearing Therapy 90 Min-SP HNo Shows Fee
Group Speech Therapy Mo Visit No Service Ticket Show Charge Recap
Include attendance data on the POC
Al Previous Notes Initial Evaluation Progress / R Last Note
DO miscinn/Ry miccinn Hin Artive IFSD Daticnt Meni: Teeatment Summan: Dian nf Care Dreview Sae
<
# 5 @@ =~ B A a8 a g DT

28
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Late Cancellation Fee 30 minutes $35.00
No Show Fee 30 minutes $65.00
Late Cancellation Fee 60 minutes $60.00

No Show Fee 60 minutes $115.00
Late Pick Up Fee (in Daily Note!) $25 for every 5 minutes

9. Once filled in correctly, select “Save” (top left), type ctrl + s, or type Fn + F10

E All About Speech & Language - dat User: IGraepel Station: 16 allaboutspeech.raintreeinc.com: 10056 - x
Speech, Holly [3
< Save Cancel > 8
45 mmendations Cancel/NoShow Charges Charge Recap | Tracking
9 AM 1 Page2 Page3
15
30 Code CPT Modifiers Units Dx Auth / X Billed Expected BC POS
45 ADCAN GN 11 B5 35.00| P 11
10 aM
15
30
45
11 2m
15
30
45
12 Pm Case Information v
o, @ ‘ ‘ - -
& Date of llness / Onset SOC|03-29-16 < Total Billed/Expected 35.00 35.00  Posting Information
K Total Patient Billed/Expected 35.00 35.00 Posted By
s Sun M
—1 30 3 Refresh Charges Preview Post
@ 6
& 43 4 CCl Notes Posting Errors
20 2
27 2
6
Include attendance data on the POC
All Previous Notes Initial Evaluation Progress / Re-Evaluations Last Note
BOC miceinn By rmiczinn N frtivrs IEGD Datiznt Mann Trestmant Cirmrman: Dlan nf Cars Dravizus Saus b
< >
w0 @ Q@ = M Ol R o 69°F sunny A @) Lo AM B
. 3 2722022

Relevant procedures: Therapist Procedure for Calling Out/Unplanned time out of
Office, Therapist Procedure for PTO/Planned time out of Office, Therapist Procedure
for Poor Client Attendance, Therapist Procedure for Adding to the Communication

Log
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Opening Patient Files

1. There are two ways of doing this. First way is to highlight the client’s appointment, Right
click, and select “Patient Files”. Other helpful options are “Patient Chart” and

“Appointment History”

BB Al About Speec -~
Al Providers [
< View Add Edit Delete Cancel + = >
Appointments: AUTO
All Providers -- Friday -- 02-04-22
Baylee Skjefte Brittany Garcia Jenna Graepel Rosamaria Gigliotti Melissa Dieguez
30
45
9 AM Holly Speech sTx30]
B Patient Files . Appeintment Card
30
5 Appointment History ‘ Fax
10 AM Edit Google Map
15
30 Add Post Payment
4 Move T Waiting List Patient Chart «
11AM
S Copy Relink Appaintments
el Cut Print Receipt
45
12 pMm Delete - no history RTConnect

EAA5 BphX NG E QG

Send Blast Alerts

= No Show Confirm Appointment Manually
(44 Feb2022 P @ [0 pouance  Contacs
Sun Mon Tue Wed Thu Fri Sat Check | Resend A trment R "
o S0 . Holly Speech s eI Resend Appointment Rerinder
: ] PN 0000722 City
6 7 8 9 10 11 12 = o T e Check Out Welcome Letter/Patient Forms
& 13 14 15 16 17 18 19 Sex F Home Ph Teleheatth Waiting Room
Case FC Primary (
0022 s a8 Status  SETUP Email | Visit/ Encounter
27 28 1 2 3 4 5 Balance 0.00 Comment
6 7 & 9 10 11 12 Copay/Deductible
o - 11:13 AM
- - # o
a2 5 @ @ = O & o TZF Sunny A @) g

30




1. OTHER WAY --- From the Main Menu, Select “Patient Files”.

£ All About Speech & Language - dat

Mai

@ 0 €@ @ =

inMenu [
< >
Main Menu

@ Dashboard
z’zj') Scheduler

User: JGraepel

m Patient Files «

Daily Ledger

lm Reports / Forms

22

“a> Connect

Tables

Utilities

L)

What's Up

Exit

& U

E All About Speech & Language - dat
Patient [

< Eind Add

@ Dashboard
zg) Scheduler

m Patient Files .

Daily Ledger

m Reports / Forms

22

£

E Tables

'\\S, Utilities
_r) What's Up

Eii Exit

Connect

o
Lo
e

Raintree Condensed Guide for AASL

~-ALL ABOUT—
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Station: 16 allaboutspeech.raintreeinc.com:10036

B 3 3@ & =

Station: 16 allaboutspeech.raintreeinc.com: 10056

User: JGraepel

Edit Delete Print
Patient Files

Account # HName

0002212

0002213

0201551

BBFCH Beyond Basics for Chil, Group

BOYSS Beyond Basics for Boys, Group

ELEM Elementary - Winthrop, Group

ELEMS Elementary - S. Tampa, Group

PEER PEERS - S. Tampa, Group

PEERS PEERS - Winthrop, Group

TINY Tiny Socialights (W), Group

TINYS Tiny Secialights (ST), Group

B E 3 & =

Select

Status
ACT
ACT

GROUP
GROUP
GROUP
GROUF
GROUP
GROUF
GROUP
GROUP

31

Hide Inactive

>

72°F Sunny

72°F Sunny

~ )

A~ )

11:15 AM
2/2/2022

11:15 AM
2/2/2022

X
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2. Select “Find” , and type in the Patient’s Last Name (or first few letters of last name) and hit Enter

£ All About Speech & Language - dat  User: JGraepel  Station: 16 sllaboutspeech.raintreeinc.com:10056
Patient [T
< Find Add Edit Delete Print Select
Patient Files
Account # HName Status
@ Rasbbeard 0002212 ACT
~ 0002213 ACT
}JJ Sepediic] 0201551 NACT
m Patient Fil BBFCH Beyond Basics for Chil, Group GROUP
catient Files BOYSS Beyond Basics for Boys, Group GROUP
7 q ELEM Elementary - Winthrop, Grou GROUP
| Daily Ledger " P P
N ELEMS Elementary - 5. Tampa, Group GROUP
PEER PEERS - S. Tampa, Group GROUP
!m Reporsidionns PEERS PEERS - Winthrop, Group GROUP
TINY Tiny Socialights (W), Grou GROUP
Connect ¥ Socalg o) P
TINYS Tiny Socialights (ST), Group GROUP

Tables
Utilities
What's Up

Exit

=l

FE R EYXE

Station: 16

¢ e
£ All About Speech & Language - dat

Patient [

<

User: JGraepel allaboutspeech.raintregine.com: 10056

Find Cancel >

FIND

Press TAB to see search history or UP/DOWN arrow keys to switch search option
SPEECH|

>

Hide Inactive

DOB

72°F Sunny A~ 4

max 75 characters

Smart Find

Number

Name

55#%

DL#

Zip Code

Date

DOB

Find by subscriber...

Document Search (Full Text Search)...
Document Search (Full Text Search)...
Family Contacts

Search By Phone From Patient, Contacts, Payors

72°F Sunny A @)
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3. Select the Patient’s name, and that will bring you to the Patient Files. Make whatever

selection you need (usually Patient Chart).

E3 Al About Speech & Language - dat User: JGraepel Station: 16 allaboutspeech raintreeinc.com:10056 =
Patient [
< Find Add Edit Delete Print Select Hide Inactive >
Patient Files

Name Status Account#  DOB

@ Dashboard
:ﬁ? Scheduler
m Patient Files

J Daily Ledger
!’JJ Reports / Forms

=-= Connect
2

’j Tables

‘Speech, Holly T SETUP 0000722 01-18-2003

N Utilities
—/ What's Up
E‘!EJ Exit
— _ 11:20 AM
0 €6 @ = B 3 @ & oy g T2 Sunny A ) o
EJ All About Speech 8 Language - dat  User: JGraepel  Stationi 16 allaboutspeschuraintresinc.com: 10056 -
Speech, Holly [
< >
Name Status  Account #  DOB Edit
Dashboard
Patient Demographics
”?? Scheduler Chart
— Appointment History
m Patient Files Insurance / Payor
Diagnosis
J Daily Ledger Ledger
Ledger View
,!’JA Reports / Forms Medical Records
Copy Patient File
22 connect CCDA Expart
= Transition of Care Summary
] Tables Access Patient Wallet
Speech, Holly T SETUP 0000722 01-18 Post Payment
Y, Utilities Message Center
B =
- RTConnect
=/ What's Up Send Secure Text Message
{ Fax Email Print
Eé‘ Exit Service Line Tracking
-
=
=
S5 5 3 11:23 AM
= 2 € @ - B 3 @ & w TF Sunny A ) i

Relevant Procedures; Therapist Procedure for Conducting a Progress Note, Therapist

Procedure for Client Discharge, Therapist Procedure for Conversion Note, Therapist

Procedure for Poor Client Attendance
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Accessing Dashboard for Sign Off/Caseload

1. From the Main Menu Select “Dashboard” OR press “B”. Select the Sign-Off tab.

£ All About Speech & Language - dat
Main Menu | 5

< >

Main Menu

@ Dashboard
Ig) Scheduler
m Patient Files
J—J Daily Ledger

dﬂ Reports / Forms

b Connect

E Tables

N Utiities

‘r) What's Up

Eii Exit

" 6 @
E3 Al About Speech & Language - dat
Dashboard [

@ Dashboard
:“g) Scheduler
m Patient Files
Daily Ledger
Reports / Forms

Connect

Tables
Utilities
What's Up

Exit

=
A
=
&

..
[ 1]
i

Y

C

User: JGraepel

Station: 16

allaboutspeech.raintreeinc.com: 10036

" § 'Y 11:27 AM
n B 3 W R o Y Gy o ®) s B
User: JGraepel Station: 16 allaboutspeech.raintreeinc.com: 10036 — X
Dashboard for Jenna Graepel
‘ a Patients g Scheduler o Refresh
Provider Vi... | All Clinics Vi.. Clinic Work... Visit Summ.. Service Tick.. | Sign Off Case Lo.. OpenTa.. Closed Ta.. Order Track.. Posting Revi.. End of .. Review Pt Dashbo..
User / Provider |JEGR pate € |02-02-22 - 02-02-22 > r Moare Filters
Appointments Check In In Clinic / Exam Room Check Qut
Date Time Len  Patient Name Type Notice Patient Name Dur Patient Name Room Dur Patient Name
02-02-22 03:30p 30 STX30  less boxes!
02-02-22  04:00p 30 STX30  go togethers...
02-02-22 04:30p 30 STX30  sight words, ...
02-02-22 05:00p 30 STX30 verbs, directi...
02-02-22 05:30p 30 STX30  social fake p...
02-02-22 06:00p 30 STX30 Progress rep...
Cancel/No Show Current Visit Orders Admin/Review
Patient Name Reason Patient Name Subtype Owner Patient Name
atient is
ther Rea:
< >
Pending Checked In Cancel/Ma Show In Process Posted Waiting for Cosign Signed Off Complete
- - >
E . » 11:28 AM
n B Ol B o T2 Sumy A 9 o0 B
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2. The center box will show you checked in appointments and open documents. The
upper right-hand box will show you signed off documents. You may select the box on

the left for a blue carrot to Edit, Sign off, etc. Double click the note to open Edit
Detail.

E® All About Speech & Language - dat  User JGraspel  Stationi 16 allaboutspeech.rail
Dashboard [

eeinc.com: 10056 — X

Dashboard for Jenna Graep

§ a3 Patients }‘? Scheduler :ﬁ Refresh
@ Dashboard Provider view  All Clinics Vi... Clinic Work...  Visit Si ce Tick.. Sign... Caselo.. OpenTa.. Closed Ta.. Order Tracki.. Posting Revi.. End of.. Review Pt Dashbo..
~
iy Scheduler User / Provider [JEGR < Location emplate Signed Off Date: 02-02-22, To: 02-02-22 r More Filters
n 3 .
&) Patient Files Draft Clinical Documents

Signed Off (02-02-22 - 02-02-22)
] A Date Patient Name Templ  Description Provider Name Close Date  Patient Name Description
=] Daily Ledger

02-02-22 Holly Speech LTNOT  Service Ticket Jenna Graepel, M5 CCC-SLF, License | | 02-02-22 Daily Note
m Reports / Forms 02-02-22 Daily Note

22
L4

Connect
=) mobles
“Np utilties
=’ What'sUp
o et

< >
— ~ E » 11:32 AM
w5 @ @ - B H @ E w 9 T2F sunny A ) Gony, B
£ All About Speech & Language - dat  User:JGraepel  Statiom: 16 allaboutspeech.raintreeinc.com:10056 - %
Dashboard [
Edit Delete Sign Off Patient Chart
\ - aa Patients }7) Scheduler :::‘ Refresh
@ hboard Pr rview Al Clinics Vi.. Clinic Work... Visit Summ... Service Tick.. Sign .. | Caselo.. OpenTa.. ClosedTa.. Order Tracki.. Posting Revi.. End of.. Review Pt Dashbg..
(W
Tay Scheduler User / Provider |JEGR Location Template Signed Off Date: 02-02-22, To: 02-02-22 T More Fitters
09 paiient Fil
&1 Patient Files Draft Clinical Documents Signed Off (02-02-22 - 02-02-22)
3 a ) Date Patient Name Templ  Description Provider Name Close Date  Patient Name Description
+| Daily Ledger
)\nznzzz Holly Speech LTNOT  Service Ticket Jenna Graepel, MS CCC-SLP, License | 02-02-22 - Daily Mote
m Reports / Forms 02-02-22 Daily Note
3\.; Connect .
-
E Tables
“Rp utilties
J_j What's Up
':gi Bt Cosign List by Group
v
>
g - > > 11:34 AM
# H @ Q@ = B Ol R o g 72°F Sunny A~ Q) =]

2/2/2022
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3. To access the Caseload, click on the caseload tab. This will populate all clients that
are on your caseload. Color coding usually indicates that some form of
documentation is coming due. Please use this tab to ensure all progress note/re-
evaluation dates are accurate.

£ All About Speech & Language - dat  User: JGraepel  Station: 16 allaboutspeech.raintreeinc.com: 10056 = x
Dashboard [3
;]
E ~
Dashboard for Jenna Graepel
a2 Patients g Scheduler ) Refresh
@ Dashboard : " N p " ;
Provider Vi... | A&l Clinics Vi.. Clinic Work... Visit Summ... Service Tick.. | Sign Off Case Lo.. Open Ta.. Closed Ta.. Order Track.. Posting Revi.. End of.. Review Pt Dashba..
=
T’ Scheduler User / Provider |JEGR pate € |02-02-22 <|- |02-02-22 > T More Fitters
n q i
‘B Patient Files Appaintments CheckIn In Clinic / Exam Room Check Out
v . Date Time Len  Patient Name Type Notice Fatient Name Dur Patient Name Room Dur Patient Name
J Daily Ledger
b 02-02-22 03:30p 30 STX30  less boxes!
lld Reports / Forms 02-02-22 04:00p 30 STX30 go togethers...
02-02-22 04:30p 30 STX30  sight words, ...
2.2 Connect 02-02-22  05:00p 30 STX30  verbs, directi...
- 02-02-22 05:30p 30 STX30  social fake p...
...... Tables 02-02-22 06:00p 30 STX30 Progress rep...
\\S, Utilities
— What's Up Cancel/Na Show Current Visit Orders Admin/Review
E;It'i Exit Patient Name Reason Patient Name Subtype Owiner Patient Name
B atient is ¢
ther Rea:
< >
Pending Checked In Cancel/No Show In Process Posted Waiting for Cosign Signed Off Complete
v
< >

11:28 AM

@ 5 @ @ A Bl & i T2F Sunny A Ay, B

Relevant Procedures: AASL Company Procedure on Tracking Re-Evaluation and
Progress Note Due Dates, ANY DOCUMENTATION PROCEDURE, Therapist Procedure

for Cosigns
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View/Print Weekly Schedule
1. Select the “Go To View” icon in the scheduler on the bottom toolbar (blue file folder).

IAIIAhnulSpu(h&l_angungz-ddl User: JGraepel  Station: 16 allsboutspeech.raintreeinc.com: 10056 - o x I
All Providers [

< View Add Edit Delete Cancel Find + - >

Appointments: AUTO

All Providers -- Friday -- 02-11-22

Baylee Skjefte Brittany Garcia |Jenna Graepel |Rosamaria Gigliotti Melissa Dieguez | |

9 aM |Hnly5peed| S‘DGU|

10 AM

30
45
11 AM
15

&5 B X N

=50 Bl Feb 2022 P P ® | [eotient | mswance  Cantacts

ARQ/Em | 3

Sun Mon Tue Wed Thu Fri Sat

*l 5 31 1 2 3 4 5 |= Hollyspeech Address

4 = PN 0000722 Cit

& e 7 8 & 10 ﬂ 12— DOB  01-18-2003 ng Phone

& 13 14 15 16 17 18 19 k) Sex F Home Phone Work Phone
50 21 22 23 24 35 %6 Case FC SP Primary Cell (813) 220-0971 Secondary Cell

Status  SETUP Email holly@aaspeech.com

a7 28 1 2 3 4 5 Balance 0.00 Visit# 3 Comment

6 7 8 9 10 11 12 Copay/Deductible /0.00

==Ei€éﬂ-n

M Ol R g o (hEiany & 6 el [

2/2/2022
2. Select “Provider’'s Weekly Schedule”. Be sure you have your name selected to see
YOUR weekly schedule.
@ BB Al About Speech & Language - dat  User: IGraepel  Station: 16 allaboutspeech.rsintreeinc.com: 10056 - o X
I All Providers [
< View Add Edit Delete Cancel Eind + = > 8

Appaintments: AUTO

All Providers -- Friday -- 02-11-22

Baylee Skjefte Brittany Garcia |Jenna Graepel |Rosamaria Gigliotti Melissa Dieguez | |

9 AM |Hnly5peed| 51x.=.u|

All Providers

10 AM
13 Custom Scheduler View
30
a5
1AM Provider's Daily View
15

OT Provider View

Patient Daily View

EAQA (B rmX N Hames

South Tampa Location View
50 Bl Feb 2022 P PR | [ectient | msurence  cont

Sun Mon Tue Wed Thu Fri Sat ST Provider View
TSm0 o2 3 4 s pollySpesch
r pN | STProviders Test View
L] E
6 7 8 9 10 n 12 (= DOEB
; Team Schedul
&l 13 1415 16 17 18 19 | D sex | oomoeneaue Work Phone
20 21 22 23 24 25 26 E;ii;‘\lalnancatmanew Secondary Cell
27 28 1 2 3 4 3 Balance Provider's Weekly View
6 7 8 9 10 11 12 Copay/

Winthrop Location View

=5 @ e n > I o "R © 79°F Mostysunny A @) 20 B

2/2/2022
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3. Select the printer icon on the bottom toolbar, and select “Quick Graphic Print” from the list. A
pop-up will prompt you to type “Ctrl + P” to generate the Print Preview

|m

Jenna Graepel @ [

< View Add Edit Delete Cancel Eind + - > ]
Appaintments: WEEK
Jenna Graepel @ -- Friday 02-11-22
Sunday 02-06-22 | Monday 02-07-22 Tuesday 02-08-22 Wednesday 02-09-22 Thursday 02-10-22 Friday 02-11-22 Saturday 02-12-...
8 Am PREP | Phone: PREP ~
s Commen
Dlenm.
ET) Phone: PREP I Phonc: PREP
s Comment:School is closed, teacher Comment:
conference day Phone: Sex: F Age: 7 yrs 11 mos
9 AM Phone: Sex: F Age: 7 yrs 11 mos. Phone: Holly Speech Phone:
s Comment:received auth. 1/20, Comment:
returning client, updated medical ~ Pheno: € £ Ao 10,0
30 QAD Phone: histery uploaded
Cor t:social skill : Sex: .
4 Dl oM A e L e Phone: Sex: F Age: 4y 5 mos
10 AM Phone: | Phone:
s Comment: Comment:
Dl Covses kA Kenrne A sor B e Dl Covnes kil Renne Ao B e
30 MEET wi/ Brieann
a5 BRING SLDTE TO ST
11 AM MEET ST Cohort QAD
15
30 _— v
& @ (@ |Bintschedue ~ @E Q
, @, @ s AROEm B¢
]
L {}‘ ﬁ Quick Graphic Print ﬁ
IR Feb Lo
[ 5un Mon Tue We Graphic Print
9 30 31 1 | Address
a | Appointment List / Summary 0000722 city
ol ]o]] Print Stats/Letters/Forms/Schedule EERCLEE, 003 e aor
& 13 14 15 1 - F Home Phone Work Phone
50 21 22 2 PrintSingle Letter e FC SP Primary Cell (813) 220-0971 Secondary Cell
- s SETUP Email holly@aaspeech.com
27 28 1 print Attendance Report ance 0.00 Visit# 3 Comment
6 7 { bay/Deductible /0.00
Print Schedule Usage Report
e p 214PM
# 5 € @ - B 4 3 &R J & 7O Mostlysunny A B 00, B
£ All About Speech & Language - dat ~ User: JGraepel  Station: 16 allaboutspeech.raintreeinc.com: 10056 = O X I
Jenna Graepel @ [
< View Add Edit Delete Cancel Find * B > 8

Appointments: WEEK

Sunday 02-06-22 | Monday 02-07-22

Tuesday 02-08-22

Jenna Graepel @ -- Friday 02-11-22

Wednesday 02-09-22 Thursday 02-10-22

Document generated. Press Ctrl-P to open the Print Preview.

Friday 02-11-22 Saturday 02-12-...

8 AM PREP Phone: PREP ~
15 =
30 MMM: PREP Phone: PREP
5 Comment:>chool Is closed, teacher mmen
conference day Phone: Sex: F Age: 7yrs 11 mos
9 am Phone: Sex: F Age: 7yrs 11 mos Phone: Holly Speech
s Commentreceived auth. 1/20, Comment:
returning client, updated medical ~ PReens € EAn
30 QAD Phone: histery uploaded
5 Comment:social skills Phone: Sex: F Age: 4 yrs 5 mos
e Conee LA s © e ) e
10 AM Phone: _ Phone:
5 Comment: mmen
Dl Covses WA e 4 e 0 e Dl Coones M8 Ao 8 0 e
30 MEET w/ Brieann
45 BRING SLDTE TO ST
11 AM MEET ST Cohort QAD
15
0 QAD v
XN G B AR O«
@ @ 5 ‘ -§ - v m o §
L eEX & A 4]
AR IR | Feb 2022 P W E
el Patient | Ir Contacts
= Sun Mon Tue Wed Thu Fri Sat eren neurnce o
Ty [ @ poly Speech PN 0000722 ﬁi}dms
< - ity
ﬂ. ﬂ = Y DOB  01-18-2003 Pref Phone
&| 13 14 15 16 17 18 19 Sex  F Home Phone Work Phone
50 21 22 23 24 35 %6 Case FC SP Primary Cell (813) 220-0971 Secondary Cell
Status  SETUP Email holly@aaspeech.com
27 28 1 2 3 4 5 Balance 0.00 Visit# 3 Comment
6 7 8 9 10 11 12 Copay/Deductible /0.00
A i ? B 216PM
# 0 € @ - B 2 3 R Y TOF Mostysunny A O o0 B
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4. Ensure you have the correct document and printer selected, then hit the “Print” button.

|m

Jenna Graepel @ [

8
.« Raintree Print Preview @ 75% - a X
File Edit Show Help
G RXBEMDL (OO B rae 1 o
d Cancelled Appointme -

| Misse

Jenna Graspel @ -- Fridey 02-11-22 [l

Sundey 020622 Monday 020722 Tues

e foy 02-08-22  Wednesday 02-09-22 Thurselsy 021022 Fricey 021122 Sawrday 02-12-22
d Cancelled Appointme

epel @ — Friday 02-1

epel @ — Friday 02-1

1 S
15
Pag e A an »
1 F
[] CIE window after printing 26
W

5 e M Agec i " F Age:3
i 1 Print Selected ftems| = o P dem !
o2 Copay/Deductible /0.00

W 5 @ Qe = B 3 3 R & 79°F Mostly sunny -~ g3 ;;‘ZPOZ B
Relevant Procedures: Therapist Procedure for Therapist Procedure for Calling

Out/Unplanned time out of Office, Therapist Procedure for PTO/Planned time out of
Office

39



—ALL ABOUT——

Raintree Condensed Guide for AASL
Email Documents in Raintree
1. Access the patient chart; (page 30 for reference).

SPEECH & LANGUAGE

2. Under “Visit Info” tab, select “Fax/Email Notes” at the bottom of the window.

L AllAbout Speech & Language - dat  User: Joraspel  Station: 16 allsboutspeech.raintreeinc.com:10056 - o %
Al Providers [ l
< Save Cancel Add Edit Delete Print Relink > <]
-
Patient Chart - 0000722 Holly Speech DOB: 01-18-2003 Age: 19 yrs
Case Menu | Picture Waiting List

VisitInfo Therapy Tracking Documents/Tasks Communication Admin All Records RTConnect History

Case Information

02-11-22 09:00a LTNOT Pending Visit
02-04-22 09:00a LTNOT Pending Visit
02-02-22 10:30a  LTNOT Service Ticket
02-01-22 12:00p LTNOT Daily Note
09-30-20 11:06a LTNOT Initial Evaluation
10-10-15 09:45a3 LTNOT Daily Note

Speech Therapy ~ Jenna Graepel, MS CCC-S... VALFL  STO01

Speech Therapy  Jenna Graepel, MS CCC- VALFL  STo001

Speech Therapy Jenna Graepel, MS CCC-S... VALFL  ST001 ¢y

Occupational Th... Molly Hendrix, MS, OTR/L,... VALFL  OT001

Speech Therapy Brittany Garcia, MS CCC-S... WINTH ST001

Occupational Th...  Brittany Garcia, MS CCC-S... BRKPS — OT001 . X

Print Notes Fax/Email Notes Not Signed Signed Off Amended / Cosigned

==§iGe',..|’:'.:f,[

# Type Casa Name Start End DOL Primary Diagnosis Primary Payor
ST001 LTERM Speech Therapy 03-29-16 UNKNOWN DIAGNOSIS P + Patient Resp - SP
oTo0L LTERM Occupational Therapy 10-10-15 Dysphagia, oral phase P + Patient Resp - SP
GROO1 CASE Group Case 02-22-16 UNKNOWN DIAGNOSIS P + Fatient Resp - SP
Hide Closed / Discharged Cases Active Expired On Hold
Visit History
Date Range - Provider Location Template Note Type ~ Clear Filters
Date Time Template  Description Case Name Provider Name Loc Case Signed Paosted Post Rev Amended

Canceled { No Show

oruta R.

79°F Mostly sunny A )

~
n Vukota OTX30 E
ee zoom K
leen 3
v
>
v
> I
M g

2/272022

3. Select “Email” on the drop-down list for Patient (in “Type” column). You will ALWAYS
select “Patient” for email. If the therapist is needing to share with PCM or other party,

please consult Front Desk (this occurs rarely, if at all).

All About Speech & Language - dat ~ User: IGraepel  Station: 16 allaboutspeechuraintreeinc.com:10056 - | X I
Faxing - Holly Speech [
< Save Cancel > 8
Casewnoimauon Coversneer SENDTSENDT - o -
+ Type Sender Jenna Graepel
Stooi irerw|  SWP Fax Coversheet
omont  iTerm|  Faceshest
= e Email Subject
Disclosures
~ Track Correspondence using e Record Reason ~ Freeform Reason
Hide Closed / DI Recipient Info.
Delivery Method Type MName Fax # Email Address DMSG
Visit History ~ Patient Holly Speech holly@aaspeech.com No
Date Range Patient's Location No
Date Fax Patient's Employer No
Email Patient's Insurance A 00000 United Healthc... No
02-11-22 . Print I ferral
02-04-22 09:0] |Direct Message | Patient's Referral Source No
=1 Mother Holly Test holly@aaspeech.com No
02-02-22 10:3 | M
- - o
02-01-22 12:0
09-30-20 11:0
Dates 02-02-21 - Owner Provider Add new document and send
1071015 094 NUtEtVF'E Template Loc Create Send Routing Task # send Routing Tracking Task
Clear Filters Case Cat  |vIsiT
Select Documents - Fax Email Print Final Documents
Date Form Category  Description Provi... Si ) Date Form Category Description Order By
02-01-22 LTNOT  VISIT Dally Note MOHE
Print Notes ( i
Visit Report » o~
Date Range
Provider «
Appt Type < >
* All Documents Previous Documents Sent (Last 15 days) .
< >
N X LR % Mostysumy A W Zor
- =i n o g L™ lostly sunny 2/2/2022
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4. Select a Reason for sending under the “Reason” drop down (middle). Usually we select
“Sending Patient’s EMR Records”.

All About Speech & Language - dat

Faxing - Holly Speech [

< Save

Lase muimauun

User: JGraepel  Station: 16
Cancel >
Coversnee SENUTSENUL v

allaboutspeech.raintreeinc.com: 10056

N Type 5:nder , Jenna Graepel
sTo0L LTERM Skip Fax Coversheet
oToo1  LTERM  Focesneet
GROOL CASE Email Subject
Disclosures
" Track Correspondence using Disclosure Record Reason |v Freeform Reason
Hide Closed / D
Delivery Method Type Name |Authorization Request Email Address DMSG
Plan of Care
Visit Hist v Patient Hall holly@aaspeech.com
st nistory Email - ) ¥ Sending patient's EMR records ¥ P tlo
Date Range w Patient's Location No
Date Time v Patient's Emplayer No
2112 geo “ Patient's Insurance A 00000 United Healthc... ~ No
020422 UB:U v Patient's Referral Source No
. v Mather Holly Test holly@aaspeech.com No
02-02-22 10:3 | N
- v o
02-01-22 12:0
09-30-20 11:0
Dates |02-02-21 < - Owner Provider Add new document and send
IELI0IOMR00:2 NWtEWDE Template Loc Create Send Routing Task # Send Routing Tracking Task
Clear Filters Case Cat  wvIsiT
Select Documnents - Fax Email Print Final Documents.
Date Form Category Description Provi... Si ) Date Form Category Description Order By
02-01-22 LTNOT  VISIT Daily Note MOHE |
Print Notes ( e
Visit Repart » “
Date Range
Provider «
Appt Type < >
= Al Documents Previous Documents Sent (Last 15 days)
Cancel
R Preview 2 Send Document(s)
Print Reg —
i — £ 254PM
T = e - Ol R T9°F Mostysunny A~ 41 oo, B
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In the “Select Documents — Fax Email Print” window (bottom left), click the open box on

the left of the notes you wish to send to populate a blue carrot. Then select the blue “>”
icon between the two windows. It should send the note to the “Final Documents” window
on the bottom right.

All About Speech & Language - dat ~ User: JGraepel  Station: 16 allaboutspeech.raintreeinc.com:10056 -
Faxing - Holly Speech [
< Save Cancel Add Edit Delete Eind Print >
Casemunmanun wuversnse SENUISENUL - oz
# Type Sender Jenna Graepel
SsTo0L L TERM Skip Fax Coversheet
oToo1  LTERm ~ Focesneet
i caE Email Subject
Disclosures
¥ Track Correspondence using Disclosure Record Reason v Freeform Reason
Hide Clased / D, Recipient Info
Delivery Method Type Name Fax # Email Address DMSG
Visit History Email v Fatient Holly Speech holly@aaspeech.com No
Date Range v Patient's Location No
Date Time v Patientls Employer No
Dr1197 peen ~|  Patient's Insurance A 00000 United Healthc... No
v Patient's Referral Source No
02-04-22 09:0f
v Mother Holly Test holly@aaspeech.com No
02-02-22 10:3 | "
- ~ o
02-01-22 12:0
09-30-20 11:0 ;
Dates 1 02-02-21 < - Owner Provider Add new document and send
10-10-15 ] Nwtetype Template Loc Create Send Routing Task # send Routing Tracking Task
Clear Filters Case Cat  wvIsiT
Select Documents - Fax Email Print Final Dacuments.
) Date Form Category Description Provi... Si > Date Form Category Description Order By
>[oz-0122 THOT  vISIT Dally Note MOHE |
Print Notés < i
Visit Report » s
Date Range
Provider «
Appt Type < 3
*  All Documents Previous Documents Sent (Last 15 days)
Cancel
Preview 2 Send Document(s)
Print Ref L
—y - 2:55PM
g @ e n M O & 79°F Mostlysunny A~ @0 oo,
All About Speech & Language - dat ~ User: JGraepel  Station: 16 allaboutspeech.raintreeinc.com:10056 —
Faxing - Holly Speech [
< Save Cancel >
Case munmanon woversneer SENUISENDL - o
N Type 5:nder , Jenna Graepel
sTo01 LTERM Skip Fax Coversheet
oToo1  LTERM  Focesneet
GROOL CASE Email Subject
Disclosures
¥ Track Correspondence using Disclosure Record Reason ~ Freeform Reason
Hide Clased / D) Recipient Info
Delivery Method Type Name Fax # Email Address DMSG
Visit History Email “ Patient Haolly Speech holly@aaspeech.com Na
Date Range v Patient's Location No
Date Time v Patient's Emplayer No
021122 09:0 ~|  Patient's Insurance A 00000 United Healthc... ~ Ho
~ Patient's Referral Source No
02-04-22 09:0
v Mather Holly Test holly@aaspeech.com No
02-02-22 10:3 | N
- ~ o
02-01-22 12:0
09-30-20 11:0 ;
Dates | 02-02-21 < - Owner Provider Add new document and send
IELI0IOMR00:2 NWtEWDE Template Loc Create Send Routing Task # Send Routing Tracking Task
Clear Filters Case Cat  wvIsiT
Select Documnents - Fax Email Print Final Documents.
Date Form Category Description Provi... Si ) Date Form Category Description Order By
02-01-22 LTNOT VISIT Daily Note MOHE | ( 02-01-22 LTNOT VISIT Daily Note 01 JEGR
Print Notes Add selected documents to Fax/Email/Print list (right)
Visit Repart » “
Date Range
Provider «
Appt Type < >
*  All Documents Previous Documents Sent (Last 15 days)
Cancel
R Preview 2 Send Document(s)
Print Re =¥ |
— - = Z36PM
w00 0 Q@ = Ml E G el T9F Mostlysunny A B o0
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6. Carrot the notes in the “Final Documents” window on the bottom right, then select “Send
Documents” button.

All About Speech & Language - dat  User: JGraepel  Station: 16 allaboutspeech.raintreeinc.com: 10056 =
Faxing - Holly Speech [
< Save Cancel Add Edit Delete Find Print >
Lase munmauen oversneer SENUISENUL - o
N Type 5:nder , Jenna Graepel
sTo0L LTERM Skip Fax Coversheet
o001 LTERM :5“‘_‘5“1‘
GROOL  CASE mall Subject
Disclosures
¥ Track Correspondence using Disclosure Record Reason ~ Freeform Reason
Hide Closed / D Recipient Info
Delivery Method Type Name Fax # Email Address DMSG
Visit History Email - Patient Holly Speech hally@aaspeech.com No
Date Range w Patient's Location No
Date Time v Pat!ent's Emplayer No
021122 09:0 ~|  FPatient's Insurance A 00000 United Healthc... ~ Ho
020422 o0 v Patient's Referral Source No
. v Mather Holly Test holly@aaspeech.com No
02-02-22 10:3 | N
- ~ o
02-01-22 12:0
09-30-20 11:0
Dates | 02-02-21 < - Owner Provider Add new document and send
10-10-15 i Nwtetype Template Loc Create Send Routing Task # Send Routing Tracking Task
Clear Filters Case Cat  wvIsiT
Select Documnents - Fax Email Print Final Documents.
Date Form Category Description Provi... Si ) Date Form Category Description Order By
02-01-22 LTNOT VISIT Daily Note MOHE | ) 02-01-22 LTNOT VISIT Daily Note 01 JEGR
Print Notes o
Visit Repart » “
Date Range
Provider «
Appt Type < >
= Al Documents Previous Documents Sent (Last 15 days)
Cancel
R Preview ‘ 2 Send Document(s) ‘
Print Reg |- B
— - = 257PM
w0 0 Q@ = M Ol R G Y T9F Mostiysunny A @) Son0, B
7. The note in the window (left) should turn green once sent successfully. Select “Save”
(top left), ctrl + s, or Fn + F10 to exit the screen.
A S BilenEr et UelEeg s A e e 5 | = |
Faxing - Holly Speech [
< Save Cancel Add Edit Delete Find Print >
SToOL RM Skip Fax Coversheet
oToo1 E“‘“‘_Th“;
GRO0L mail Subject
Disclosures
~ Track Correspondence using Disclosure Record Reason | Sending patient's EMR records “ Freeform Reason
Hide Closed / D! Recipient Infa.
Delivery Method Type Name Fax # Email Address DMSG
Visit History Email v Patient Holly Speech holly@aaspeech.com Mo
Date Range ~ Patient's Location No
Date Time v Pat!ent:s Employer No
021122 09:0) v|  FPatient's Insurance A 00000 United Healthc... ~ Mo
020492 . v Patient's Referral Source No
. v Mather Holly Test holly@aaspeech.com Ho
02-02-22 10:3 | "
- ~ o
02-01-22 12:0
09-30-20 11:0
Dates  02-02-21 < - Oviner Provider Add new document and send
10-10-15 09:4 Nntatype Template Loc Create Send Routing Task # Send Routing Tracking Task
Clear Filters Case Cat VISIT
Select Documnents - Fax Email Print Final Documents.
Date Form Category Description Provi... Si ) ) Date Form Category Description Order By
02-01-22 LTNOT VISIT Daily Note MOHE 02-01-22 LTNOT VISIT Daily Note 01 JEGR
¥ Iy
Print Notes (
Visit Report » &
Date Range
Provider «
Appt Type < >
®  All Documents Previous Documents Sent (Last 15 days)
Cancel
Preview 2 Send Document(s)
Print Ref —
= 0 @ @ & M Ol B o 79°F Mosti a @ S [
HH gt " Liig o e ostly sunny 21212022
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Terminating Locked Session in Raintree

1. Right click at the top of your Raintree screen, then select “Monitor” at the bottom of the

list.

EX All About Speech & Language - dat ~ User:JGraepel  Station: o Restore

Main Menu | (3 Mave
< > Size
—  Minimize
Mazximize
Main Menu x Cose Alt=F4
@ Dashboard Terminate current session
- Settings >
<
E) Scheduler Recording >
n . Server Updats
8 Ppatient Files SR
Package Manager
d Daily Ledger Update Raintree Client
= D
Help >
.lll] Reports / Forms Report an ssue.
22 M
Connect onitor.. Shift+ Ctrl+ Alt+E
-
E Tables
R Utiliies

J) What's Up

Egi Exit

# 2 @€ @ - B A @ E 9 =

2. Scroll down to find the section titled
=)

Main Menu  Main Menu [

< >

—_ Raintree Agents
¥ Station title S
Standalone agents

RTConnect User RICON allaboutspeech_dat LNALLABOUTSPEECH dat.
Station 8000

D MySQL DB Data Path

FAX User FAX
Station 8001

allaboutspeech_dat LNVALLABOUTSPEECH dat'.

RTConnect Applets RTCWA allaboutspeech_dat LAALLABOUTSPEECH\dat!,
Station 8003

Sleeping agents
EL allsboutspeech dat  LAALLABOUTSPEECH dat\
Station 5

COBL  allsboutspeech dat  LAALLABOUTSPEECH\dat\
tation 5A
= I COBL allsboutspeech dst  LAALLABOUTSPEECH dat,
\\\&‘ Station 5B
Connect
<

r) Agents  CPU by priority: 0% (Normal), 0% (Low) Memory: 2,993,252 KB
Egi Homedir ~File 10: 0 ms (open/close test), 0 ms (write test)
Service CPU:0% Memory: 29,008 KB Handle count: 1,822 (GDI), 1,349 (USER) CS:0

PREHe®

32 active agents, 3 standalone agents, 11 slesping agents

# 5 @ @ =« B ¥ @ R 9

Client IP

47.206.6.125

47.2066.125

47.206.6.125

“Sleeping Agents”.

A

LAALLABOUTSPEECH)
/dat:dat
fdescRTConnect

L\AllAboutSpeechirta
fdatdat
fdlesc"Fax client”

LA\ALLABOUTSPEECH)
/agentrtAgent.exe
/clinic:01

Agent

LAAllAboutSpeschirtd
/hemedirLVAlIAbou
/dat*dat

LAAllAboutSpeschirt?
/dat*dat
/desc:"All About Spe

LA\AllAboutSpeechirtd
/dat"dat
/desc:"All About Spe ¥

>

Options Close
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3. If you see your username listed under Sleeping Agent, it will likely suggest you are

(locked). Select the blue Connect button.

2]
Main Menu  Main Menu [

< >

 Raintree Agents
¥ Station title
Standalone agents

@ RTConnect User
Station 8000

\}
1< FAX User

Station 8001
n

RTConnect Applets

J Station 8003

Sleeping agents

g ]
Station 5A
Connect

E |

<. Station 5B
@ Connect
<

RTCON
FAX

RTCWA

MySQL DB

allaboutspeech_dat

allsboutspeech_dat

allaboutspeech_dat

allaboutspeech_dat

allsboutspeech_dat

allsboutspeech_dat

Data Path

LNALLABOUTSPEECH dat\

LAVALLABOUTSPEECH dat'.

LAALLABQUTSPEECH\dat!,

LAALLABOUTSPEECH\dat!,

LNALLABOUTSPEECH dat

LAVALLABOUTSPEECH dat',.

JJ Agents  CPU by priority: 0% (Normal), 0% (Low) Memory: 2,993,252 KB
E;é’i Homedir  File 10: 0 ms (open/close test], 0 ms (write test)
Service CPU:0% Memory: 29,008 KB Handle count: 1,822 (GDI), 1,349 (USER) CS:0

HEEH e

32 active agents, 3 standalone agents, 11 slesping agents

=
- Hi

¢ e

FEE KR

Client IP

47.206.6.125

47.2066.125

47.206.6.125

A

Agent

LAALLABOUTSPEECH)
felat:dat
fdescRTConnect

L\AllAboutSpeechirta
fdatdat
fdlesc"Fax client”

LAALLABOUTSPEECH,
fagentrtAgent.exe
felinic:01

L\AllAboutSpeechirtd
/hemedirL\AlIABou
/dat*dat

LAAllAboutSpeschirt?
/dat*dat
/desc:"All About Spe

L\AllAboutSpeechirt
/dat™dat
/desc:"All About Spe ¥

>

Options Close

80°F Mostly sunny A~ di)
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4. This will pull up your screen asking you to login. Do not login, instead go to the top of
your screen and right click again and go to the “Terminate Current Session”.

£ All About Speech & Language - dat
Locked HMARI [

' 4 Save Cancel

I
Lo}
e

User: hmarino

>

Station: 17

ENTER CURF

allabouts) @ Restore
Move
Size

- Minimize

Maximize
x  Close
Raint
Settings
Recording

Terminate current session

Server Updater

Package Manager

Update Raintree Client

Help

Report an Issue...

Monitor...

Alt+F4

Shift+ Ctrl+ Alt+E
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5. Select “Yes” when prompted with “This will terminate your current session. Are you sure
you want to continue?”

2]
Locked HMARI [

< Save Cancel >

Raintree access is now locked

ENTER CURRENT USER PASSWORD TO UNLOCK

Yes No

n B 3 W R G i 80°F Mostlysunny  ~ @) ;;Z:yz =]

o
Lo
e

Note: Prior to contacting anyone to assist with being locked out of Raintree or having integrity
issues with your session, please check your monitor first and make sure you do not have locked
sessions and/or are logged into multiple sessions.
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Shadowing Another Raintree User

1. Right click at the top of your Raintree screen, then select “Monitor” at the bottom of the

list.

EJ All About Speech & Language - dat  User: JGracpel  Station: @

Main Menu [
< >
Main Menu x

Dashboard
Scheduler
Patient Files

Daily Ledger

o
i

Reports / Farms

Connect

Restore
Move
Size
Minimize
Maximize
Close

Terminate current session
Settings

Recording

Server Updater

Package Manager
Update Raintree Client
Help

Report an Issue...

Monitor...

Alt:F4

Tables

es

What's Up

&U #

Exit

= 2 € @ -~ B N @ W 9 =
2. Find the user name and session you wish to shadow. Select the blue Shadowbutton.
Your Raintree Screen will then mirror that user’s Raintree Screen.

Main Menu  Main Menu [
< >
~ Raintree Agents

Station title sip MySQL DB

L] DEEL allaboutspeech_dat
Station |
@ Shadow
< I DEEL allaboutspeech_dat
I;J) Station 1A
Shadow
nn I DEEL allaboutspeech_dat
ﬂz Station 1B
hadow
ﬂ KALU allaboutspeech_dat
b Station 2
w«
.lﬂ ] EMHA  allaboutspeech_dat
Station 3
Shadow
= [ EMHA  allaboutspeech_dat

Station 3A.
Shadow

]
\} Station 3B

Shadow
<

EMHA allaboutspeech_dat

Data Fath
LAALLABOUTSPEECH\dat\,

LAALLABOUTSPEECH dat'.

LAALLABOUTSPEECH dat

LAALLABOUTSPEECH\ dat\,

LAALLABOUTSPEECH dat'.

LAALLABOUTSPEECH dat

LAALLABOUTSPEECH\ dat\,

r) _ Agents  CPU by priority: 0% (Normal), 0% (Low) Memory: 3,051,302 KB

E;{E Homedir File 10: 0 ms (open/close test), 0 ms (write test)

_ Service CPU:0% Memory: 29,084KB Handle count: 1,874 (GDI), 1,383 (USER) CS: 0

HEEH e D

41 active agents, 3 standalone agents, 3 sleeping agents

3:06 PM

80°F Mostlysunny A~ ) 2722022

E
Client IP Agent
472066125 L\AllAboutSpeechirts &
/homedirL\AllAboy
/dat"dat
47.206.6.125 L\AllAboutSpeechirt/
datdat
/desc:"All About Spe
47.2066.125 Li\AllAboutSpeechirt/
/dat:"dat
/desc"All About Spe
47.206.141.91 L\AllAboutSpeechrts
/homedirL\AllAboy
/dat"dat
47.206.6.125 L:\AllAboutSpeechirt/
/homedirL\AllAbou
/dat*dat
47.2066.125 Li\AllAboutSpeechirt/
/dat:"dat
Jdesc:"All About Spe
472066125 L\AllAboutSpeech\rts
/dat"dat
Idesc:"All About Soe ¥
>

Options Close

316 PM
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3. To Unshadow, right click directly UNDER the top of the screen (grey bar where Main
Menu tab is) and select “Unshadow”, or press Fn + F11. This will bring you back to your
Raintree screen, and shadowing will discontinue.

E® All About Speech & Language - Shadowing: dat ~ User KLUCIER  Statiors2 _ allaboutspeech.raintreeinc.com:10056 =
Main Menu | 3]

e 5 Knowledge Base F1
New Session Shift+F2
Run Program... £
Ma\n Menu Lock Workstation / Change Database F4
Calculator F5
@ Dashboard Quick Keys / GaTa Menu (Cirl+6) F6
g Print / View Options 7
ﬁ) Scheduler System Information F8
Raintree Email Fo

m Patient Files Unshadow 1 «
Stop Recording F2

\d Daily Ledger
llﬂ Reports / Forms

22

e’ Connect
@ Tables
R Urilties
_r) What's Up
Egi Exit

o

E & & =

P
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Recording in Raintree
1. Right click at the top of your Raintree screen, then select “Recording”, which will open up
another list; select “Start Recording”.

B All About Speech & Language - dat  User: JGraepel  Station: 16A  allaboutspeech.raintreeinc.com: 10056 & Restore
Main Menu [ Move
< > Size g
~  Minimize
Maximize
Main Menu x Gose Alt=F4
@ Dashboard Terminate current session
, Settings >
<
El) Scheduler Recording > Start recording
Stop recording Fi2
n - Server Updater
Patient Files -

al P— Play recording..

a Daily Ledger Update Raintree Client Print Sereen

S Save Screen ta File

Help >

m Reports / Forms Report an Issue.
2.2 connect Monitor... Shift+Ctrl+Alt+E

&

=) mbles
“% Uilities
=’ What's Up
g Bt

= @ & - g [x 7] EE;; 77°F Mostly sunny A~ ) ;;02;’; L
2. You will see a pop-up with recommended settings. To continue with the recording, select
“Go”

Main Menu | [
< > )
Main Menu
@ Dashboard ¥ Screen Recorder
(v
El) Scheduler Recorder Presets
Preset: | Default v Add preset
n . "
ﬁl Patient Files
Client size: Current size [13fps] Edit preset
> Font size: 3
=] Daily Ledger Insert client info: es .
‘d valytecy Overlapping windows:  Cascaded (P e
Low color mode:
\!M Reports / Forms Hide background: Yes
- Record audio: Yes
s High quality sound: No

Connect
a7 L

E Tables Description:

Recommended settings for recording.
% Utilities Window size won't be modified and size should be small

enough.
r) What's Up

g it

Install Driver | | Uninstall Driver Ga! Cancel

a =2 0 @ = Ml E o G 77°F Mostlysunny  ~ @) :E;:Z (]
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3. Selecting “Go” will open your file explorer to Save the video. Title and save the video so
it is easily accessible in the future. Once choosing a name/destination, select “Save”

2]

Main Menu | 3

< >

Main Menu

@ Dashboard
Ig) Scheduler
m Patient Files
d Daily Ledger

dﬂ Reports / Forms

3\=§ Connect

E Tables
N Utilties
J_) What's Up

o it

n &5 @€ @ - B

€« ~ 4 s ThisPC » Desktop v O

Organize v New folder

~
[ This PC Name

J 3D Objects EE Progress Note Rolffoward Not Occurring
[ Desktop
[& Documents
¥ Downloads
B Music
&/ Pictures
B videos
iy, TIO708500A (C)
= Samsung USB (DY)

Scarch Desktop

Date modified

2/2/2022 12:46 PM

= @
Type

Raintree Screen Re.

L ¢ >
‘ File name: |flest Video -
Save as type: | Screen Recorder Files v
~ Hide Folders Cancel
553 PM
iy ~
77°F Mostly sunny q) o (]

B& All About Speech & Language - dat  User: JGraepel

Main Menu [
< >
Main Menu

@ Dashpoard
‘é? Scheduler

m Batient Files
Q‘H Daily Ledger
‘“ Reports / Forms
’;E,s Connect

% Tables

% Utilities

,J What's Up

:é Exit

I
®
@
k|
]

allaboutspeech.raintrecinc.com: 10056

Recording - 00:04 Stop (F12)

77°F Mostlysunny ~ & di
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5. To stop recording, press the “Stop” button in the small window. You may right click at the
top of the screen, select “Recording”, and from the second list select “Stop Recording”.
You may also press Fn + F12 to stop the recording.

:10056

BB Al About Speech & Language - dat  User: JGraepel  Station: 164
Main Menu | (3

< > ;]

Main Menu

@ Dashboard
T_E? Scheduler

m Patient Files
\L::I Daily Ledger
‘H Reports / Forms
8\;}8 Connect

% Tables

\§ Utilities

o/ What's Up

:éi Exit

Recording - 00:04 Stop (F12)

5:54 PM

C ¢ - BE 3 3 & a T7°F Mostysunny ~ & @ o0 [
2

=]
. =

6. It WILL record your voice!!

51



Raintree Condensed Guide for AASL

~-ALL ABOUT—

SPEECH & LANGUAGE

Sending a Chat in Raintree

1. Right click at the top of your Raintree screen, then select “Monitor” at the bottom of the

list.

EX All About Speech & Language - dat ~ User:JGraepel  Station: o Restore

Main Menu [
< >
Main Menu

@ Dashboard
:;j') Scheduler
m Patient Files
fJ Daily Ledger

dﬂ Reports / Forms

22 Connect

E Tables
N Ltilities
J_) What's Up

E({i Exit

a5 @€ @

Move
Size

—  Minimize
Maximize

x Close
Terminate current session
Settings
Recording
Server Updater
Package Manager
Update Raintree Client
Help
Report an Issue...

Monitor...

Alt=F4

Shift+Ctrl+Alt+E

n B 3 W B 9

80°F Mostlysunny A~ i)

2. Right click on the user you wish to message and select “Send Message” on the list.
[}

Main Menu  Main Menu [

< >

_ Raintree Agents

Shadow
DELLIS

)
:é.) Station 14
naﬂ
Station 1B

J Shadow

Station 3

= Shadow

E Shadow
2, en

@ Chadow

sID MysOL DB Data Path
DEEL allaboutspeech_dat  LVALLABOUTSPEECH dat\
DEEL allaboutspeech dat  L\ALLABOUTSPEECH! dat\
DEEL allaboutspeech_dat  LVALLABOUTSPEECHNdat\
KALU allaboutspeech_dat  LVALLABOUTSPEECH dat\
EMALIA Sllbebemench Aot L\ALLABOUTSPEECH daty
Shadow
Terminate this connection
BOUTSPEECHdath

Send message...
Send command >

AALLABOUTSPEECH dat
Filter by 3"

<
r) Agents  CPU by priority: 0% (Normal), 0% (Low) Memory: 2,924,040 KB
E:gi Homedir ~File 10: 0 ms (open/close test), 0 ms (write test)

Service CPU:0% Memory: 28,960 KB Handle count: 1,796 (GDI), 1,303 (USER) CS:0

D e® 2

2 36 active agents, 3 standalone agents, 5 sleeping agents

Client IP
47.206.6.125

47.206.6.125

47.206.6.125

47.206.141.91

47.206.6.125

47.206.6.125

47.206.141.91

a
Agent

LAAllAboutSpeechirt: A
/hemedinL\AllAbo
/dat"dat

LA\AllAboutSpeechirt/]
/dat"dat
/desc:"All About Spe

LAAllAboutSpeechirt
/dat:*dat
Jdesc:All About Spe

LAAllAboutSpeechirt!
/homedirLAAllAboL
/dat"dat

Li\AllAboutSpeechirtt
[hemedinLVAlIABoL
/dat:*dat

LAAllAboutSpeechirt
/dat:*dat
Jdesc:All About Spe

L\AllAboutSpeechirtd
/homedirLAAllAboL
Jelat-*dat

Options Close
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3. A chat window will appear in the bottom right hand corner. Use as you would for any
common chat function within a program. Type your message, press enter or click “Send”
to send. Use the red “X” in the upper left corner of the window to close the chat box. You

can message anyone who is logged in to Raintree.

-]

Main Menu  Main Menu [

< >

Main Menu

@ Dashboard

ﬁ;') Scheduler
m Patient Files

\d Daily Ledger

dﬂ Reports / Forms

22

e Connect

E Tables
\'}, Utilities
4) What's Up

Egi Exit

= € Q€ - B EESE I w

53

EHAVYES, Station 3A

S

[03:28pm] You:

Hello! Sending a test message so | can take a phato for the RainTree

Manual )
[03:28pm] You:
Hope you're having a areat day!!
[03:28pm] EHAYES, Station 34:
Thanks! Vou too!

) 4

[[sena | &' | @@
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