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Purpose  

For regulatory purposes, physicians should create an encounter password to prohibit all users from signing and 

unsigning chart notes. If they implement scribes, the scribes should always log in as themselves in the exam rooms, 

and the provider can enter in their encounter password to have the ability to sign charts without disruption.  

 

1. Provider must be logged into their ICP account 

2. Click on Admin on upper right-hand corner of workflow page  

3. Select My Settings tab 

4. Select My Settings tab 

5. Type in desired encounter password or pin (can be numerical only) 

6. Update 

 

Once the physician creates this encounter password, no users will be able to sign or unsign this physician’s charts 

unless they check off a role under: Users able to sign/unsign encounters. Some physicians elect to check off Doctor 

and/or System Administrator, so they can bypass this password prompt. 
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