Optum Training Guide

How to download or save files
from the Optum Virtual Visits platform

Optum Behavioral Health will be discontinuing the Virtual Visits telehealth platform on Sept. 27, 2023.
Providers who use the platform will not have access to patient appointment records, treatment notes or
demographic information after that date.

If you want this information for future reference, you will need to download and save files before Saturday,
Sept. 27. This will allow you to access the files outside of the platform or transfer them to the HIPAA-
compliant telehealth platform you’ll use once the Virtual Visits platform is no longer available.

Within the Optum Virtual Visits platform, documents may be found in three different sections of the
platform: Documents, Patients and Reports. This guide will walk you through the process of downloading
files from each section.

If you have questions or need assistance, please contact our technical support team at 1-844-386-7357.

Log in to your account

Simply go to https://provider.virtualvisits.com/v3/login

.’QOPTUM %, Click Here to Call Us sign Up

Welcome to virtual visits

Email Address or Username

Password

Forgot your password?

Please Contact Us for Accessibility Issues

BH5178_9/2023 1


https://provider.virtualvisits.com/v3/login

Downloading Shared Documents

Step 1: Go to Documents

1. Once you are logged into your Dashboard, select the Documents tab from the left navigation

menu.

o «, Click Here10 Call Us Your bandwidth is 336,79 download/9.66 R ‘ settings ‘ Log Out
¥ OPTUM Upload Mbps v =

Virtual Visits Provider's Dashboard Virtual Visits Provider '

Welcome to virtual visits!

Provider Express

Before your visit, quickly test your internet connection and audiolvideo
settings. Having a higher-speed connection can help minimize issues and
provide the best quality for your visit

Provider Portal
Training Guide

How to Complete
) Attestation on

. Provider E
Appointments rovider Express

How to Add Non-
] Today = | | Custom Date Range Search Appointments ) Optum Members as
New Patients

Preview - Google
Calendar Integration

Details - Google

| didn't find any appointments for the selected time period. Why don't you try a different one? l‘ﬂ‘!““ﬁ' riedration
instructions

Please Contact Us for Accessibility Issues

2. Then, select the Download Document button for the file you want to save to your

computer. Repeat this for all files you want to download from the Documents tab.

. X \ el i Gt Your bandwidth is 336.79 download/9.66 R settings ‘ ‘ Log Out
“OPTUM N

upload Mbps

Documents Virtual Visits Provider .

Patients files Common forms

Upload Document

[ -]

Appointments Patient Name Doe Type File Name Uploader Date Uploaded
Patient Test Accou...  Discharge Form Group 3 (1).png Patient Test Accou... ~ 03/29/2022 N
Dmhm“ Patient Test Accou...  Intake Form All Front Doors (2)....  Virtual Visits Provider ~ 03/16/2022
Patient Test Accou...  Intake Form All Front Doors (2) ... Patient Test Accou... 03162022

L]

Patient Test Accou...  Intake Form All Front Doors (2)....  Patient Test Accou...  03/11/2022

Reports

o

Download Document

®

Patiens

i

Payments
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Downloading Treatment Notes

Method 1: For mass download of treatment notes for an

individual patient

Go to Reports

1. Select the Reports tab from the left navigation menu.

~ortum upload Mbps v

Virtual Visits Provider's Dashboard Virtual Visits Provider .

Welcome to virtual visits!

Appointments

Ididn't find any appointments for the selected time period. Why don't you try a different one?

2. Look up the patient’'s name in the Search Appointments bar or review the reports list
manually. You do not need to select a Custom Date Range. By specifying a patient, it will

generate all reports available for that patient.
e o551 i3 & [~

Virtual Visits Provider .

Noptum

[ORERES]
; e

rD Please select a report from left panel.
e
@ 04/22/2023 04:00 pm
g 04/01/2023 04:00 pm
- -
» |
st 121112022 05:30 pm
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3. Select a report by clicking on it.

Your bandwidth is 335.16 download/50.23

£

[ sewon | [ 1anom |

Virtual Visits Provider

Patient Test Account 1

O +, Click Here to Call U
“dOPTUM upload Mbps v
Reports
O] Patient Test Account §
5 Date Time Patient Status
Patient T
| 0740712023 09:00 pm A:“:u:“f“ Not Started G x
. Patient Test
061172023 0400 pm Pt Completed
Patient Test
04232023 04:30 pmi Pt Completed
04222023 .
Ny «, Click Here to Call Us
Repert “OPTUM
0012023
Reports
02122023
01192023 AT [CHERY]
fa— 12192022 = Date Time Patient Status
Patient Test
& o
e IR 09:00pm s Not Started
Patient Test
) os202: m mpl
061712023 04:00 p nrcoomts Completed
h . " Patient Test .
) w3023 0430 oot Completed
Patient Test
042212023 04:00 pn tient Tes Not started
Account 1
= Patient Test
" m
owo12023 0400 p [ Not Started
Patient Test
g 021122023 0500 pm it Not Started
Patient Test
01192023 05:00pm Pt Not started
=] p—
N n
remars 121972022 05:30pm e s Not Started
Patient Test
0
N 121972022 05:00pm P Not Started
. O 1m0z 05:30pm Patient Test Not Started
Account 1
10

4. OPTIONAL: Under the appointment report, you can click on “view more notes” in the

appointment report section, to display all the treatment notes associated with the patient.

Appointment Report

Date: 07/10/2023

Patient Patient Test Account 1
- Date of Birth: 1900-01-01
4 h Phone: 1112223333

Member ID: N/A
Group ID: N/A

Time: 11:30 am - 12:00 pm EDT

Provider Virtual Visits Provider
Reason for Appointment:N/A
Eligibility Confirmed: No
Payment Status: Not Paid
Notes

Electronically signed by:

Labs:

Prescriptions:

There are no prescriptions.
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Address: 1 Main Street, New York City, AR 22003

Please select a report from left panel.

Your bandwidth is 335,16 download/50.23
upload Mbps v

£

setiog | [ 1090t

Virtual Visits Provider .

Appointment Report

Time: 09:00 pm - 09:15 pm +03
0740742023

Patient Patient Test Account 1

Date of Birth: 1900.01-01

Phone: 1112223333

Address: 1 Main Street, New York
City, AR 22003

Member ID: WA

Group ID: N/A

Provider Virtual Visits Provider
for AppointmentN/A
Eligibility Confirmed: No
Payment Status: Not Paid

Notes
Electronically signed by:
View more notes

Labs:

Prescriptions.

There are no prescriptions.

Canceled?N

Note Status: Not Started

Organization:
Multipayor_providerW._Multipayor
Provider

Gender: Female

Email
patienttestaccounti@mallinator.com
Time Zone: America/New_York

Organization:Multipayor Provider
Billing Codes: N/A
Primary Diagnastic CodeiN/A
Other Diagnostic Codes:NIA

[ BEEE

Canceled? N

Note Status: Not Started

Organization: Multipayor_providerVV_Multipayor

Provider

Gender: Female

Email: patienttestaccount1@mailinator.com
Time Zone: America/New_York

Organization:Multipayor Provider
Billing Codes: N/A

Primary Diagnostic Code:N/A
Other Diagnostic Codes:N/A




5. Select the PDF button to generate a PDF of the report. Please note: if you selected “view

more notes”, it will create 1 PDF with all treatment notes for the selected patient.

[
< < Click Here to Call Us Your bandwidth is 335.16 download/50.23 R Settings ‘ Log Out
“4OPTUM S upload Mbps g A

Reports Virtual Visits Provider

O] Patient Test Account 1

£ Date Time Patient Status Appointment Report Canceled? N

07/07/2023 09:00 pm Fatlent Tast Not Started G x Date: Time: 09:00 pm - 09:15 pm +03 Note Status: Not Started

Account 1 07/07/2023

Appointments

= Patient Test Patient Patient Test Account 1 Organization:
Bkl 40t pm Account 1 Completed Date of Birth: 1800-01-01 Multipayor_provig Multipayor
Phone: 1112223333 Provider
5 A s Gender:fiemy
O 047232023 04:30 pm Patient Test Completed b 4 Alddress. 1 Main Street, New York
Account 1 2 { City, AR 22003
Member ID: N/A Wt1@mailinator.com
N Patient Test : :
O 047222023 04:00 pm Gl Not Started Group ID: N/A America/New_York
Account 1

= i Provider Virtual Visits Provid, Itipayor Provider
) 04/01/2023 04:00 pm Fatlent Test Not Started ¢ o)
Account 1 Reason for Appointmey
Eligibility Confirmed: ic Code:N/A
O 021272023 05:00 pm LIRS Not Started Payment Status: Not P Codes:N/A
= Account 1

Notes

- Patient Test
) 01192023 05:00 pm Aty Not Started Electronically signed by:

0O i View more notes
0 121192022 05:30 pm Fatlant ey Not Started
Account 1 :
Labs:
- Patient Test Prescriptions:

6. Select the Download button to save the PDF to your computer. Repeat this for all files you

want to download from the Reports tab.

=  4b9f3db4-79de-46ad-9a8f-62ffadf0faba

Appointment Report Canceledth

Date: 07/07/2023Time: 09:00 pm - 09:15 pm  Note Status: Not
+03 Started

Patient
Patient Test Account 1 Organization:

Date of Birth: 1900-01-01 Multipayer_providerVV_Multipayor
Phone: 1112223333 Provider

Address: 1 Main Street, New York City, AR Gender: Female

22003 Email:

Member ID: N/A patienttestaccountl@mailinator.com
Group ID: N/A Time Zone: America/New_Yark

Pravider
Virtual Visits Provider Organization:Multipayor Provider

Reason for Appointment:N/A Billing Codes: N/A
Eligibility Confirmed: No Primary Diagnastic Code:N/A
Payment Status: Not Paid Other Diagnostic Codes:N/A

Notes

Electronically signed by:
View more notes

Labs:

Prescriptions:

There are no prescriptions.
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Method 2: For a specific appointment date and treatment

notes

Go to Patients tab

1. Select the Patients tab from the left navigation menu.

‘." \ A, Click Here to Call Us Your bandwidth is 336,79 download/9.66 R Settings Log Out
“OPTUM upload Mbps v =

Virtual Visits Provider's Dashboard Virtual Visits Provider Q

Welcome to virtual visits!

2 Provider Express

Before your visit, quickly test your internet connection and audio/video
settings. Having a higher-speed connection can help minimize issues and
provide the best quality for your visit.

. Provider Portal
£ Training Guide

How to Complete
N
2 Attestation on

A Provider Express
Appointments el

How to Add Non-
I Today - | | Custom Date Range Search Appointments 2 Optum Members as

New Patients

Preview - Google
Calendar Integration
Reports.

N Details - Google
I didn't find any appointments for the selected time period. Why don't you try a different one? -4 I"":"i‘_" Integration
Instructions

Patients

B

Payments

2

Patients

Please Contact Us for Accessibility Issues

BH5178_09/2023



2. Look up the patient’'s name in the Search bar or review the patient list manually. Then,

select a patient by clicking the box next to their name. (Note: The patient needs to have at

least one completed treatment note.)

o R Your bandwidth is 336.79 download/9.66 R e [ T
< OPTUM upload Mbps v v _]

Virtual Visits Provider 0

Active Inactive . Patient Test Account 1 patienttestaccount1

s RO Add Patient |

Date of Birth: 01/01/1900

i Phone: 1112223333 Gender: Female

(N

Address: 1 Main Street, New York City, AR 22003 Email: patienttestaccount1@mailinator.com
Appointments L Member ID: N/A Time Zone: America/New:_York
= Name DOB Sex I . Group [0: WA Resend invite email

Send reset password email

Patient Test
]

Email Notifications Enabled: Yes

s
oot 01/01/1800 F &
o — Local Police Department Emergency Contact Family Physician
Patient Test
) 010111901 F o i ;
AccoUnts =7 Multipayor_providerVV_Multipayor Provider 1112223333 NIA NA

&
4
= m

Appointments
| +/- 30 Days. - l Custom Date Range
Patents
Sear
E Date Time Provider Status
Payments it
“ 2023-06-17 04:00 PM - 04:15 PM V\I’h}-ﬂ‘ LS Completed Report
Provider
Virtual Visits ~ Not. 1
: 202307-07  09:00PM-09:15PM oo VSIS RO | et Note | LT
Provider Started

staff

3. Select a Custom Date Range that you want to download files for. This could be the entire

history of your work with the patient or a specific time period.

. ek e ol s Your bandwidith s 33679 downlosd.66 £
“ OPTUM upload Mbps «* N

Log Out

Manage Patients Virtual Visits Provider .
2 B D [ addratient O
Active | nactive a Patient Test Account 1 patienttestaccount1
Date of Birth: 01/01/1900
Sen Phone: 1112223333 Gender: Female
y Address: 1 Main Street, New York City, AR 22003 Email: patienttestaccount1 @mailinator.com
et Member (D: N/A Time Zone: Americafliew York
= Name DoB Sex Group 1D: NIA Resend invite email
| Send reset password email
Patient Test Email Notifications Enabled: Yes
[/] 01/01/1900 F &
i R &
e Organization Local Police Department Emergency Contact Family Physician
Patient Test
™ mrnn 01/01/1901 F & Multipayor_providerWV_Multipayor Provider 1112223333 A A

@?i 10~ - |

Appointments Appointments

| +- 30 Days -| l(usmmﬂateﬁang? | +-30Days - Custom Date Range

Choose A Custom Date Range

Patients

B pate Time Provider 01/01/2023 =y 07/10/2023 &
Payments
3= TFDEAD  CUREeCwBEY \;’::::Ie\:lsws . January 2023 . “ July 2023 » M
Su Mo Tu We Th Fr Sa SuMo TuWe Th Fr Sa
20230707 09:00PM - 0315 pM Vel Visits i 02 03 04 05 06 07 01 | dif ne
Provider L
08 09 10 11 12 13 14 02 03 04 05 06 07 08
15 16 17 18 19 20 21 090 11 12 13 14 15
2 23 24 25 26 27 28 16 17 18 19 20 21 22
20 a0 a1 23 24 25 26 27 28 20
July 10,2023 s 3

July 10,2023
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4. Review the list of appointments generated.

%, Click Here 1o Call Us

Your bandwidth is 335.16 download/50.23
upload Mbps +

Appointmants

= Name

Patient Test
Agcount 1

Patient Test
Account 2

10«

Add Patient
Dog Sex
010171900 F oo
01/01/1901 F & &

Patient Test Account 1

Darte of Birth: 014011500
Phoew: 1
Addrass.
Mamber
Group ID:

dew York City, AR 22000

Organization

Local Police Department

Email Netifications Enabled: Yes

Emergency Contact

Famidy Physician

Multipayoe_previdenyV_Multipayar Provides 112223333 WA N
Appointments
| Cust
Date Time Provider Status
T
20230119 05:00PM-0goppm  irual Visits - Not Edit

Provider Started

Virtual Visits Mot

20230212 05:00PM-0530PM 708 s te
20230401 04:00 PM - 04:15 PM :;:::::”'““ :l:rm Edit Note
2023:04-22  04:00 PM - 04:15 PM :::::1:"“’ :':md

20230423 04:30 PM - 05:00 PM ‘::::':“i“ Completed

H:: -

5. Select the Report button to open the file for that appointment.

Appointments

0]

Name

h g Patient Test
Account 1
Documents

. Patient Test
Account 2

10~

=

Fayments
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DOB Sex
01/01/1900 F P

0
01/01/1901 F S 2

[ Member D: N/A
Group ID: N/A

Organization

Multipayor_praviderVV_Multipayor Provider 1112223333
Appointments
| Custom = } Custom Date Range
Date Time Provider Status
2023-01-19 05:00 PM - 06:00 PM ViV Hot

Provider Started

Virtual Visits  Not

20230212 05:00PM-0530PM | Tl taan
20030401 04:00PM -O&1s Py Uual Visits Not
Provider Started
i Virtual Visits  Not
2023.0422  0400PM -0415PM | Tl o
2023-04-23 04:30 PM - 05:00 PM V\ﬂl{a‘ Ukis Completed
Provider

Local Police Department

Time Zone: America/New_York
Resend invite email

Send reset password email
Email Notifications Enabled: Yes

Emergency Contact

Y2

‘ Edit Notd

e -
[ eatnoce \

[ Edit Note | EEEREIY
et

Family Physician

NIA

H:




6. Select the PDF button on the Appointment Report pop-up to generate a PDF of the report.

Appointment Report

Date: 01/19/2023

Patient

Provider

Time: 05:00 pm - 06:00 pm +03

Patient Test Account 1

Date of Birth: 1900-01-01

Phone: 1112223333

Address: 1 Main Street, New York City, AR
22003

Member ID: N/A

Group ID: N/A

Virtual Visits Provider
Reason for Appointment:N/A
Eligibility Confirmed: No

Canceled? N
Note Status: Not Started

Organization:
Multipayor_providerVV_Multipayor
Provider

Gender: Female

Email: patienttestaccounti@mailinator.com
Time Zone: America/lNew_York

Organization:Multipayor Provider
Billing Codes: N/A
Primary Diagnostic Code:N/A

Payment Status: Not Paid Other Diagnostic Codes:N/A

Notes
Electronically signed by:

View more notes
Labs:
Prescriptions:

There are no prescriptions.

7. Select the Download button to save the PDF to your computer. Repeat this for all files you
want to download from the Patients tab.

=  6a79b0e9-d43c-4af8-b434-ebBa20eB5bc3

Canceled? N

Date: 01/19/2023Time: 05:00 pm - 06:00 pm  Note Status: Not
+03 Started

Patient
Patient Test Account 1

Date of Birth: 1900-01-01 Multipayor_providervV_Multipayor
Phone: 1112223333 Provider

Address: 1 Main Street, New York City, AR Gender: Female

22003 Email:

Member ID: N/A patienttestaccountl@mailinator.com
Group ID: N/A Time Zone: AmericaiNew_York

Organization:

Provider
Virtual Visits Provider

Reason for Appointment:N/A
Eligibility Confirmed: No
Payment Status: Not Paid

Organization:Multipayor Provider
Billing Codes: N/A

Primary Diagnostic Code:N/A
Other Diagnostic Cades:N/A
Notes

Electronically signed by:
View more notes.

Labs:

Prescriptions:

There are no prescriptions.

© 2023 Optum, Inc. All rights reserved.
United Behavioral Health and United Behavioral Health of New York, I.P.A., Inc. operating under the brand Optum.
U.S. Behavioral Health Plan, California doing business as OptumHealth Behavioral Solutions of California.
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