UPLOADING CLIENT DOCUMENTS TO PIMSY 1

PIMSY - [ Clients: Alice AAA-Test Client (A-C-2) ] - X
. " P ] o . & Y T . =)
& DA Utilities Clients & Financial Reports ,A Administration M Windows Help | Links About LogQut 1§ Lock -8 X
g L b - L 3
WM im0 W S e ] Fiter | | Clent Details Demo./Q8A Insurance Contacts Check List / Comments / Requests  Medical Diagnosis Treatment Plan Renewals Authorizations Notes Documents Audits ¢ [*
jlP==l1 erel100 KT 1-1000f481: | (L, 4 Edt
AL Tree Vi i
Last Name First Name Middie c rou o [Canck Mew

Name

. T | B [iom

3 {0 Document Type
] i Client Consent & RHI Pages

= |¢' Consent fol
iy
o BMJJ y| Add New Document -00 AM
[ Cons r‘aDelete Folder 4TPM
2 g Clienferal FOr- Edit Folder
3

BM Assessment UPDA
BM Assessment 5/26/2

nt Referral Form

5/28/2012 11:57:00 AM

|/ paper notes
= | Progress Note Form that can
"z PROGRESS NOTE UPDATED 5/28/2012 12:01:00 PM
F] i Documents Updated via Portal
= | Documents uploaded by Client
n':__:’ C:\Users\Ben'\Documents\101 questions.docx 8/8/2014 11:47:00 AM

|
\
|
|
|
|
|
|
\
\ o
|
|
|
|
|
|
|
|
|
|

v D Active Documents:
< > D Searched Documents:
Fitter by Client Group: | ==+ pp 2= -

@‘Dashbaard\LlNDAOAKES | Blue Moon Senior Counseling | PROFESSIONAL | .a Quick Tip|
L

TO UPLOAD SCANNED DOCS INTO PIMSY:

Go to the DOCUMENTS tab in your client’s profile next to the NOTES tab. (RED ARROW)

Expand this page by clicking on the yellow arrow in the blue circle next to SEARCH and the SEARCH BAR.
You will see CLIENT CONSENT & RHI PAGES. RIGHT CLICK on this line of text. (BLUE ARROW)

A small box will appear that has ADD NEW DOCUMENT as the first selection. (YELLOW ARROW)

LEFT CLICK on ADD NEW DOCUMENT.
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You will then get a new template to actually browse (YELLOW ARROW) in your documents file in your
computer where the consent/RHI/med list has been scanned and saved into. It is customary to put the

client’s first initial and last name in the search box as well as the name of the document you are going to
save. (RED ARROW).

MED LISTS go under the sub-category of EXTRA DOCUMENTATION. The same steps apply there.
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When you have selected the document, click OPEN and it will be on the NEW DOCUMENT small

template. Click on SAVE and when it is done, just EXIT (BLUE ARROW) and the document will be on
file.
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APPLE/MAC COMPUTER & TABLET/PHONE APP

= The PIMSY app can be found in your phone’s Back PIMSY
app store (BOTH iPhones and Androids!)
= The company'’s initials are BMSC & e
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Medieal , Tree. You will see 2 folders for Client
Consent & RHI pages. In the deeper one,
Diagnosis >
thereis a “+” and an “X.” Select the “+”
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You will know your document
uploaded successfully if it looks like
the one pictured here! This method
does not allow you to rename the
document to have the client’s name
but that is okay!

** PER THE CONTRACT, COMPLETE
DELETION/SHREDDING OF
PHOTOS/DOCUMENTS ARE
NECESSARY FOR HIPAA
COMPLIANCE. PLEASE VERIFY IT
SUCCESSFULLY UPLOADED BEFORE
DESTROYING THESE DOCUMENTS. **

Either take a photo of the documents
for upload (one at a time) or upload
them if they are already in your photo
gallery/library (YELLOW ARROW) and
click “Save.”
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