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1. How to Start Service

How to Request a CyberMDCare Demo

1. How to Start Service

This page is where the clinic/hospital representatives can request a CyberMDCare demo.
This section can be found at the bottom of the homepage.
Once your request is made, your registration process will begin as stated by the internal policies of Cyber MD Care.

https://www.cybermdcare.com

How to Request a CyberMDCare Demo
1.

Fill in the four boxes you see in the
section.

2.

Click the Submit button.

** This system is only for those who are
representing the clinics or hospitals.

1

2

Login

When you first log in, you will see a QR code. Protect your account information by registering a QR code
in an authentication app (Google OTP, etc.).
After initial login, if the login location (IP) is different, OTP authentication is required.
If you log in on the same PC as before, the OTP screen does not appear.

1. How to Start Service
https://www.cybermdcare.com

Register QR code and enter OTP
number when logging in

1

1.

Install Google Authenticator or Google
OTP on your mobile.

2.

Scan the QR code that appears when
logging in for the first time into the
authentication app (Google OTP).
** The QR code appears only at the first
login. The QR screen will not be
shown again.
You must scan the QR in the
authentication app and register the code.

3.

If you log in from another PC or the IP is
different, the OTP code input screen
appears.
Enter the 6-digit registered code number
to log in.

4.

When you log in from the PC you logged
in initially, you are not prompted for the
OTP code.
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Provider Management

1. How to Start Service

This page is where you can manage the provider information.
You can register new offices or make changes to the current offices.

Admin > Telehealth Management > Provider Management

How to Change the Provider
Information and Add New Offices.

5

1.

Search for a provider.

2.

Make necessary changes to the
provider information.
**You can request payments for the
provided medical services if you
register a stripe account to the
system.
**You can click the <Connect with
Stripe> button to register.

3.

Add a new office.

4.

Provide the office information.

5.

Click the <Save> button to store the
information you’ve entered from the
steps 2 to 4.
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Staff Management

1. How to Start Service

This page is where you can search for current users or add new users (doctors or staff members) to the system.
However, non-admin employees can only look up their own information and make changes to their own accounts.

Staff

How to Add a New Doctor

3
2
1

1.

Click the New User button.

2.

Scroll down the list of Occupations
and select Doctor.

3.

Enter the rest of the required
information..

Continued on the next page...
** Non-admin employees do not have
access to the other employees’
information. Non-admin employees
cannot add new users nor make any
changes to the accounts other than their
own.

Staff Management

1. How to Start Service

This page is where you can search for current users or add new users (doctors or staff members) to the system.
However, non-admin employees can only look up their own information and make changes to their own accounts.

Staff

How to Add a New Doctor

4
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4.

Select the Doctor Information tab.

5.

Enter the required information.

6.

Enter the Major Field.

7.

Enter the Specialty Field.

8.

Click the plus icon (+) to add History
Information.

9.

Enter the doctor’s background
information.

10. Click the Save button to store the
information entered from steps 2 to 9.

2. How to Create
Appointment Settings and
Manage Patients

2. How to Create Appointment
Settings and Manage Patients

Appointment Setting
This page is where you can change appointment settings.
You can put different settings based on the consultation type: In-person care or Telemedicine.

Admin > Telehealth Management > Appointment Setting

How to Choose the Operating
Hours for In-person Care.

3
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1.

Scroll down the Consultation Type,
select the In-person care, and click
the Search button.

2.

For each session, enter the operating
hours.
** There should not be any
overlap (not even a minute)
among the sessions. (Example:
Look at the time frames of
Monday for sessions 1 and 2.)
**You have to check the boxes
next to the days of the week to
make those days available for
appointments. If the boxes are
not checked, those days won’t be
considered available.
**<Consulting Time> means the
minimum time duration of each
appointment. Enter 15 if you want
each appointment to be 15
minutes long.

3.

Click the Save button to store the
information from step 2.

2

Special Day Setting
This page is where you can set your non-operating hours or days.
The patients cannot make any appointments for these hours.
You can make separate settings for each consultation type: in-person care or telemedicine.

2. How to Create Appointment
Settings and Manage Patients
Admin > Telehealth Management > Special Day Setting

How to Register Non-operating Hours

1

Click

1.

Click the date that you want to set from
the calendar.

2.

Fill in the Special Day Details from a popup window.
**<Effect Range> can designate an
individual doctor or the entire office who
are planning to be off for a specific
period of time.
**You can choose either in-person care or
telemedicine appointment from
<Consultation Type>.
**Check the box next to the question <All
day?> if the doctor or the office is going
to be closed for the entire day. If you
uncheck the box, you can enter the
specific time range.
**The question <Do Exam?> is used to
see if the clinic is willing to accept
patients on non operating days or rest
days.

3.

Click the Save button to store the
information from Step 2.

2

All day?

3

Appointment Management

2. How to Create Appointment
Settings and Manage Patients

This page is where you manage appointments.
You can add new appointments or make changes to current appointments.
(However, changes cannot be made once an appointment is cancelled or completed.)

Appointment

How to Make a New Appointment
1 Click
2

3

1.

Select the date/time from the
calendar.

2.

Enter the rest of the information.

3.

Click the Update button

Click More + to get appointment details.
Please refer to the Appointment Detail
section of the manual.
Click More + to get patient details.
Please refer to the Patient Management
section of the manual.
Click More + to get consultation details.
Please refer to the Consulting Room
section of the manual.

Appointment Detail (Check the Q&A Section)

2. How to Create Appointment
Settings and Manage Patients

It is a pop-up window showing the details of each appointment.
(You can approach this window from the Main page or Appointment page.)
You can only look up the information from this window. In order to make any changes, you should go to the Appointment or Consulting Room.

How to Read and Answer the
Questions from Q&A

2
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1.

Click the More button from Question
/ Answer.

2.

Read the question sent from the
patient.

3.

Type your response to the question.

4.

Click the Save button.

Appointment Detail (Check the Appointment Prerequisites)

2. How to Create Appointment
Settings and Manage Patients

It is a pop-up window showing the details of each appointment.
(You can approach this window from the Main page or Appointment page.)
You can only look up the information from this window. In order to make any changes, you should go to the Appointment or Consulting Room.
B-2

A. Click the More button from the
Prerequisites.
**The color of the Prerequisite section
will tell you the eligibility status of the
appointment. (Red - not eligible; Green eligible)

B-1

A

C-3

C-1~2

How to Check the Appointment
Prerequisites

B. Check the Insurance Eligibility.
1) Verify the insurance information and
mark whether it is valid or not.
2) Press the Send Notice To Patient
button. (The content of the notice will
be presented in the following slide.)
** You must choose either valid or
invalid.
**You will be automatically directed to
the payment section if the patient
does not have the insurance.
C. Check the payment validation.
1) Select No Charge if there is no fee
required for the service.
2) Provide the amount in the blank next
to Charged amount if the patient
needs to pay for the service..
3) Press the Send Notice To Patient
button. (The content of the notice will
be presented in the following slide.)
Continued on the next page...

Appointment Detail (Check the Appointment Prerequisites)

2. How to Create Appointment
Settings and Manage Patients

It is a pop-up window showing the details of each appointment.
(You can approach this window from the Main page or Appointment page.)
You can only look up the information from this window. In order to make any changes, you should go to the Appointment or Consulting Room.

How to Check the Appointment
Prerequisites

D-2

D-1

D. Check the <This appointment is valid>
box if the insurance is eligible and the
payment was made.
**The color of the Prerequisite section
will tell you the eligibility status of the
appointment. (Red - not eligible; Green eligible)
1) Check the <This appointment is valid>
box.
**You have to make sure that the
insurance eligibility status is not
pending. Also, there should not be any
pending fees. In other words, the
charged amount should be equal to
the paid amount.
2) Press the Send Notice To Patient
button. (The content of the notice will
be presented in the following slide.)

Appointment Detail (Appointment Prerequisites)

2. How to Create Appointment
Settings and Manage Patients

It is a pop-up window showing the details of each appointment.
(You can approach this window from the Main page or Appointment page.)
You can only look up the information from this window. In order to make any changes, you should go to the Appointment or Consulting Room.

Outcome B

Outcome C

Check the Appointment
Prerequisites Mail
Check the result of the email guided on
the previous page.

Outcome D

Appointment Detail (How to Look up Patient History)

2. How to Create Appointment
Settings and Manage Patients

It is a pop-up window showing the details of each appointment.
(You can approach this window from the Main page or Appointment page.)
You can only look up the information from this window. In order to make any changes, you should go to the Appointment or Consulting Room.

How to Look up Patient History

2

1

1.

Click the More button from the
patient group.

2.

Check the history.
**If you double click the hang, you
can read the details.

Appointment Detail (Check the Q&A Section)

2. How to Create Appointment
Settings and Manage Patients

It is a pop-up window showing the details of each appointment.
(You can approach this window from the Main page or Appointment page.)
You can only look up the information from this window. In order to make any changes, you should go to the Appointment or Consulting Room.

3
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How to Look up Symptom Pictures
1.

Select the Picture tap.

2.

Choose the picture you want to see

3.

A complete view of the picture will
pop up.

Appointment Detail (How to Verify the Insurance Information)

2. How to Create Appointment
Settings and Manage Patients

It is a pop-up window showing the details of each appointment.
(You can approach this window from the Main page or Appointment page.)
You can only look up the information from this window. In order to make any changes, you should go to the Appointment or Consulting Room.

How to Verify the Insurance
Information
INSURANCE COMPANY NAME
Plan: XXXX
Name: July
Birthday: 07-05-1989
Copayments: $15.00
Deuctibles: $25.00
Coinsurance: $75.00

1

2
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Group Number: XXXX

1.

Select the Insurance tab.

2.

Verify the insurance information of
the patient.

3.

Press the + icon to see the picture of
the insurance card.
** The icon will look gray if there is
no picture of the insurance card.

Appointment Detail (How to Look up the Payment Transaction)

2. How to Create Appointment
Settings and Manage Patients

It is a pop-up window showing the details of each appointment.
(You can approach this window from the Main page or Appointment page.)
You can only look up the information from this window. In order to make any changes, you should go to the Appointment or Consulting Room.

How to Look up the Payment
Transaction
1.

Select the Payment tab.

2.

Verify the payment transaction.
**You will not see any information
stored if the payment was not made.

3.
4.

2
1

3

Click the Link button of Receipt to
see the receipt.

Appointment Detail (How to Look up Diagnosis)

2. How to Create Appointment
Settings and Manage Patients

It is a pop-up window showing the details of each appointment.
(You can approach this window from the Main page or Appointment page.)
You can only look up the information from this window. In order to make any changes, you should go to the Appointment or Consulting Room.

How to Look up Diagnosis

3
2

4
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1.

Select the Diagnosis tab.

2.

Get the diagnosis information.

3.

Scroll down to see the results of the
Annual Wellness Exam.

4.

Consultation section will be followed
at the bottom.

Appointment Detail (How to Look up Prescription)

2. How to Create Appointment
Settings and Manage Patients

It is a pop-up window showing the details of each appointment.
(You can approach this window from the Main page or Appointment page.)
You can only look up the information from this window. In order to make any changes, you should go to the Appointment or Consulting Room.

How to Print or Email the
Prescription

2
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1
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1.

Select the Prescription tab.

2.

View the prescription history.

3.

Press the Print button if you want a
hard copy.

4.

Press the Email button to send the
prescription as an encrypted email.

2. How to Create Appointment
Settings and Manage Patients

Consultation Room (Initial Consultation)
This page is used for and during consultation.
You can look up the medical information of the patient.

The staff can fill out the necessary
information before starting a conference.
1.

Go over the items in the Prerequisites
** For more detailed information, please
refer to the explanation of Appointment
Eligibility Check in the Appointment Details
section.

2.

Press the call button

3.

When the patient answers the call, fill in
the items in the Initial Consultation section
by asking questions.

4.

End the call.
** The information that was not filled in
during the call can be updated after the
call. Fill in the information and press the A
(Update) button.

1

3

2

4

A

2. How to Create Appointment
Settings and Manage Patients

Consultation Room (Consultation)
This page is used for and during consultation.
You can look up the medical information of the patient.

How Doctors Can Use this Page
during Consultation
1

3

2

4

A

B

1.

Go over the medical information of
the patient.

2.

Press the call button. The
appointment will begin when the
patient answers the call.
** Press the A button to maximize the
video screen.

3.

Type your notes during the call.
** For more detailed information,
please refer to the explanation of
Diagnosis Records from the
Consultation Room.

4.

End the call by pressing the button.
** The information that was not filled
in during the call can be updated
after the call. Fill in the information
and press the B (Update) button.

2. How to Create Appointment
Settings and Manage Patients

Consultation Room (Record your Diagnosis)
This page is used for and during consultation.
You can look up the medical information of the patient.

How to Save the Diagnosis Records

6

2

1.

Select the Diagnosis tab.

2.

Type your diagnosis and press the
Enter key. Then, you will see a list as
shown in A. Select the term you want
to put.

3.

Press the + button to add diagnosis.

4.

Click the Annual Wellness Exam and
select the items you want to add
from the B list.

5.

Press the + button to add exams.
**Make sure to complete the Annual
Wellness Exam while the patient is
still on the call. If you make any
changes after the call, the patient will
not receive the notice email
regarding the changes.

6.

Scroll down to fill in the Consultation
section.

7.

Save the information from steps 1 to
6 by pressing the Update button.

3
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1

5

4

B
7

2. How to Create Appointment
Settings and Manage Patients

Consultation Room (Prescription)
This page is used for and during consultation.
You can look up the medical information of the patient.

How to Write and Print or Email a
Prescription
4

5
6

1.

Select the Prescription tab.

2.

Enter your prescription.
**If you type 3 or more letters to the
prescription search and press the
Enter key, you can pick your selection
from a list.

3.

Enter the required information.

4.

Scroll down to add the information
from steps 2 to 3.

5.

Fill in the Note to Pharmacy if you
have any notes to the pharmacy.

6.

Add any additional notes that you
want to keep on the system in the
Internal Note section.

7.

Save the information from steps 1 to
6 by pressing the Update button.

8.

Click the Print button if you want a
hard copy.

9.

Click the email button if you want to
send an email to the patient.

8
9

2
3
1
7

2. How to Create Appointment
Settings and Manage Patients

Appointment List
This is where you can see the entire list of appointments.
You can get a quick glance of appointments at once.

Admin > Telehealth Management > Appointment List

How to Check the Details of Each
Appointment
1.

Search for appointments.

2.

Check the eligibility status of an
appointment.
**Please refer to the Insurance
Eligibility Check section from the
Appointment Details for detailed
explanations.

3.

Click the More button of Details to
get the detailed information.

1

3
2

2. How to Create Appointment
Settings and Manage Patients

Patient Management
This page is where you can manage your patients.
You can look up the information of your patients or make any changes to their files.

Patient

How to Edit Patient Information

2

1.

Type the patient name in the search
box and press the Enter key to look
up the name.
** At first, you will only see the
patients who have appointments
today.

2.

Make necessary changes to the
patient file.

3.

Save the changes by pressing the
Update button.

Patient Information

3
1

Today’s Patients

Patient’s Medical Records

3. How to Get Status Quo of
the Office and Manage
Messages

3. How to Get Status Quo of the Office
and Manage Messages

Main

This is the main page that you will see when you log in.
You can see the list of appointments for the day, notifications from the office, and Q&A of the patients at one glance.

Main

Today’s Status of the Office

Today’s Appointments

List of Doctors

Notifications

Q&A

3. How to Get Status Quo of the Office
and Manage Messages

DashBoard
This is where you can get statistical data of the office.
You can see the current state of the office in one glance.

Dashboard

For a specific time period

For different categories

List of Doctors

Notice Management

3. How to Get Status Quo of the Office
and Manage Messages

This page can be used to send a notice to a specific group of users.
You can send a notice to the entire group (ex: patients, doctors, entire staff) belonging
to a specific provider with one click.
Doctors or staff members can see the notices from the main page. The patients can check the notices via mobile app.

Admin > Code Management > Notice Management

How to Create a New Notice

4
3
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1.

Click the Search button.

2.

Click the + icon to create a new
notice.

3.

Fill in the details of the notice.
** Notice Classification refers to those
who will get the notice. (Ex: patients,
doctors, or the entire staff)
** If you check the Emergency box,
the notice will appear on the top of
the Notifications on the main page.

4.

Click the Save button to store the
information from steps 2 and 3.

2

Top Menu (Alert)
Individual users can use this menu to check the notifications.
Each user will receive alerts when there are notifications from the office, new appointments, or updated Q&A.
1

3. How to Get Status Quo of the Office
and Manage Messages
Top > Bell-shaped Icon

Click
2

How to Check New Notifications
1.

Click the bell-shaped icon.
** You will see the number of unread
notifications in a red circle.

2.

The A Panel will appear from the
right and move to the left. You will
see the list of notifications. (e.g., New
appointments, updated Q&A,
appointment cancellations, etc.)

3.

Once you click each notification, the
number of unread notifications will
decrease by one.

A
3 Click

Top Menu (Messages)
Individual users can use this menu to manage personal messages.
Doctors, staff members, or patients can use this menu to exchange personal messages to one another.

3. How to Get Status Quo of the Office
and Manage Messages
Top > Chat Bubble Icons

1 Click
2

B

A

5

4

3 Click
7

You Can Check Your Messages and Send
the Responses.
.
1.

Click the Chat Bubble icon.
** You will see the number of unread
messages in a red circle.

2.

The A Panel will appear from the right and
move to the left. You can view received
messages in Inbox and sent messages in
Sent.

3.

Once you double click a message from the
A Panel, the number of unread messages
from the Chat Bubble icon will decrease by
one.

4.

When the B window pops up, you can
press the Reply button if you want to
respond to the message.

5.

If you want to send a new message to
another user, press the + Compose button.

6.

When the C window pops up, click the
search icon next to Receiver.

7.

When the D window pops up, search the
person that you want to message and
double click the name of the person.
** Administrator in User List means
Development team, and Super User means
Provider Manager.

8.

Go back to the C window and type your
message in the box.

9.

Send the message by pressing the Send
button.

D
C
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4. How to Request or
Terminate the Service

4. How to Request
or Terminate the Service

Support Board
You can contact the technology support team through this page.

Admin > Telehealth Management > Support Board

How to Reply to a Message

1

3

4

1.

Press the Search button.

2.

Select a message that you want to
check.

3.

Read the message.

4.

Click the Write button and type your
response.

5.

Upload any additional attachment
files.

6.

Save the information from steps 4 to
5 by pressing the Save button.

John

6

2

5

4. How to Request
or Terminate the Service

Subscription Termination
This page is where you submit your request for subscription termination.

Admin > Telehealth Management > Subscription Termination

How to Terminate Subscription

1

2

3

1.

Verify your subscription information.

2.

Enter the information for
<Termination Request Date> and
<Termination Reason>.

3.

Press the Submit button.

5. How to Issue a Refund

Stripe (How to Issue a Refund)

5. How to Issue a Refund

The refunds for payments that patients paid for appointments are only processed through the homepage of Stripe.
The patient can request for a refund through the Q&A section of the app or by directly contacting the provider office.

Stripe

How to Issue a Refund
1
4
2

5

3

6

1.

Go to the homepage of Stripe and
log in.

2.

Click the Payment menu located on
the right side of the screen.

3.

Click a transaction that you want to
dispute from the list of payments.

4.

Click the Refund button.

5.

Enter the amount and the reason for
a refund.

6.

Click the Refund button.

