
Working with ICHA’s EMR: Visual Guide to Frequently Asked Questions (FAQ)

Click on the question to be brought to the answer.

Access 

1. How do I access the Electronic Medical Record (OSCAR
Pro)?

2. How do I enable pop-ups on my browser?
3. How do I clear my cache?

Preferences 

4. How do I access Preferences to adjust the default length
of appointments, the default length of patient names as 
they appear in the schedule and more?

Search and Find 

Schedule 

5. What is the optimal way(s) to search individual and group
schedules?

Documents 

6. What if I cannot locate a document?

Fax 

Messenger (Msg) 

7. How do I find a specific person in OSCAR Pro Messenger?

 Documents 

8. How do I fax a document through OSCAR Pro?

Master Record 

9. How do I update a master record?

Ticklers 

10. How do I create a tickler?
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Uninsured Coverage

11. What do I need to know about ICHA's Uninsured Coverage Policy?



How do I access the Electronic Medical Record (OSCAR Pro)?

https://icha.kai-oscar.com/oscar

ICHA’s EMR is web-based and can be accessed through Google Chrome. 

1. Open Google Chrome and click the three
horizontal dots in the top right corner.
2. Click Settings, then Privacy and Security,
then Site Settings.
3. Click Pop-ups and redirects. Select
"Allow(default)".

How do I enable pop-ups on my browser which
helps OSCAR Pro function optimally? 

How do I clear my cache which helps OSCAR Pro
function optimally?
1. In Chrome Browser, select CTRL + SHIFT +
DELETE on the keyboard to bring up the Clear
Browsing Data window
2. Select Advanced tab and ensure that time
range is set to All Time.
3. Ensure "Cached image and files" is selected.
Click "Clear data".
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What is the optimal way(s) to search individual and group schedules?

Use the "---all clinic---" and "Group:" drop-down menus to locate the provider or 
schedule group. Or type last or group name in the space provided and click "GO".

Click "Calendar" for a monthly view of the selected schedule and "W" for a weekly 
one. "DS" pulls a printable day sheet for the selected schedule and "S" allows you 
to search for the next available appointment.

Black arrows allow you to toggle between days.

Master Record

Medications

eChart

Bill
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How do I fax a document through OSCAR Pro?

1. Upload the document to your OSCAR Pro Inbox. For additional
instructions including how to flag other providers on uploaded docs, see
page 10 of the ICHA OSCAR Pro EMR Guide for Clinicians.

2. Open the document by clicking on it in your Inbox.
3. Title the document and select a type (Consent, Prescription, etc.).
4. Assign the document to the appropriate patient chart. If not patient-

related e.g., an supply order form, attach to TEST, ANNETTE.
5. Scroll down and input specialist name. If specialist name does not

appear, ask Virtual Office to add. Fax number can also be added
manually into the appropriate space provided. Remember to click
"Enter" after inputting fax number manually.

6. Press "Fax".
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Adjust the default 
hours and length of 
your appointments.Set default 

doctor and 
schedule 
group.

Adjust the 
length of 
patient names 
as they appear 
on your 
appointment 
screen.

Always "Update" any changes you make.Access Preferences through the top toolbar on the main schedule page.
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How do I update a master record?
1. Click "M” on the appointment in the schedule, the demographic number through the search
2. function or on the patient’s name once the eChart is open.
3. Once the master record is open, click “Edit” top left to make any changes (e.g., update VC).
4. Once you’ve made the desired changes, scroll down and click “Update Record” .
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How do I create a tickler?

To create a new tickler, click “+”. Select 
the service date, priority status and who the 
task is assigned to. Type a reminder 
message. Feel free to select from the drop 
down menu of suggested text. “Submit and 
EXIT” to save the tickler or “Submit & 
Write to Encounter” to save and stamp in 
encounter notes.

LindsayMiles
Stamp

LindsayMiles
Stamp

LindsayMiles
Line

LindsayMiles
Line



What if I cannot locate a document?
1. Click on the word "Documents".
2. Click “Ctrl+F” on your keyboard and type a keyword (e.g., diabetes) to view available documents with that keyword in the title.

What do I need to know about ICHA's Uninsured Coverage Policy?

• All referrals and requisitions for uninsured patients at ICHA 
must include the ICHA Uninsured Letter (clinicians can find 
this in eForms under "ICHA Favourites").

• For prescriptions,  clinicians should write "Bill to ICHA" on  
applicable scripts and notify ICHA's Clinical Services 
Coordinator, Education and Digital Innovation so she can 
confirm third-party billing with the patient's preferred 
pharmacy.

• Annual limit is $500.
• OTC medications are not routinely covered.
• For patients with complex care needs and/or who are the annual 

limit, please consider a referral to the CHC in their catchment 
area.
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How do I find a specific person in OSCAR Pro Messenger?

1. Click on “Msg” in the main page toolbar or the “+” beside Messenger in the patient’s eChart.
2. Click “Compose Message”.
3. Click “Ctrl+F” on your keyboard and type the name of the ICHA site the person is affiliated with (e.g., SCOUT, Sistering, Seaton House).

For Virtual Office, type “Virtual Office”.  “Enter” on your keyboard allows you to scroll through multiple entries.
4. When you find the correct site, click the “+” beside the site name to reveal the list of OSCAR Users currently affiliated with that site.
5. Check off the box beside the name of the user you are looking for, type your message and click “Send Message”.
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