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This guide will help you check-in a patient appointment.

I.  Check-in an Appointment

A. Create the Encounter
1. Select the appointment in the Appointment Book by left-clicking

EPM

on it.

2. Now right-click on the appointment and select Checkin/Create Encounter.

3. New Patient
The following two screens will appear only if you are checking in

a. Patient Information

Review the information for accuracy and then click Chart.
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b. Chart Details
Review the information for accuracy and then click Chart.

¥% Chart Details - Lu, Lucy x|
Default A endering Phyzician Default Feferring Physician 4 % 9
i — I = I _'I ¥ PFrint Statements ey 'l
Marketing Plan Marketing D ata Marketing Comments
jj  — | 2| =
Load these user note descrptions into comments
Co-Managed Physician
[T Co-Managed Patient [ .|

vee vacy Motice [ssued to Patient Priv Notice Received from Patient  Privacy Motice Hemprivacy Matice MNates
i 7 || | =]
| -]

0] | Cancel

i.  Verify the Default Rendering Physician is correct or left blank.

ii. Askthe patient how he/she found out about the SBC and choose the
appropriate selection in the Marketing Plan field.

iii.  Verify the Privacy Notice dates and Privacy Notice Reason are complete.
If not, fill these in now.

iv.  Click Ok
4. Create Encounter

a. Select the Patient Type. The patient type is actually the visit type. Here are the
visit types you can choose:
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b. Make sure a Guarantor is selected. The Guarantor is always the patient.

C.

T8 Create Encounter - Puckett, Kriby
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If there is not a Guarantor, click on the Norton button and select Self as
Guarantor. Then select it as the default for all encounters.

Under Providers make sure a Rendering Provider is selected. Thisis a
licensed/credentialed NP, Mental Health Counselor or Dr. Chaisson. This is who
the claim will be billed under.

If another provider who is not licensed/credentialed is giving service under this
encounter (MA, RN, Mental Health Intern, etc.), include this person as a First
Consulting Provider.
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f. Click OK.
B. AutoFlow
You have now entered into the Check-in AutoFlow. This will ensure you properly check-in the
patient for the appointment.

1. Chart Details

6 Chart Details - Puckett, Kriby

Default Fendering Phyzician Default Refering Phyzician 4 %j
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a. Verify the Default Rendering Physician is correct or left blank.

b. Ask the patient how they found out about the SBC and choose the appropriate
selection in the Marketing Plan field.

c. Verify the Privacy Notice dates and Privacy Notice Reason are complete. If not,
fill these in now.

d. Click on AutoFlow
2. Modify Patient Information: Ext Tab
a. Ensure the Student ID

‘_u Modify Patient Information

N um be ris co rrect 18] th e Last First Middle Previous Last Nickname

. | IF‘uckell IKth I I I ﬁ
Other ID Number fl e | d | Social Securty  Birth Date Age Sex Medical Record

. [-- [oar1s199 2] 16w [Male =] 13
by asking the student
LDemographics | Status I Clignt Defined | Brovider I Privacy | E mployer | Belations Ext | History |

h I S/h e r | D n u m be r- E Extemal ID | External Spstem | Creator | Cieate Date |

b. Click on AutoFlow

Other ID Number
1234567

Insurance | Account | AutoFlow ::»j Cancel |
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3. Modify Patient Information: Client Defined Tab

a. Make sure all fields are correct including all consent fields, Existing Paper Chart?
and Program Affiliation.

&Mndify Patient Information [ x|
Last First Middle Previous Last Mickname
IF’uckett IKriby I I I ﬁ
Social Security  Birth Date Aae Sex Medical Record
2 Client Delinedl Provider I Privacy Eelations I Ext I History I

Clinic Consent Patient Born in the USAY

|E0nsent Signed By Parent _vI |Yes

tinor Consent Existing Paper Chart?

Mental Health Consent Current School

Famnily Plannhing ' aiver

Insurance | Account ok Cancel

b. Click on AutoFlow
4. Modify Patient Information: Status Defined Tab
a. Make sure the Patient Status is Active

5. Encounter Insurance Selection

g

Patient: Puckett, Kriby [:*@

'G‘j_lEnl:ounter Insurance Selection - Puckett, Kriby

Available Inzurance Selected Insurance
State OF Minnesat.. Puckett, Kriby Fatient

|:_I Health Partrners Ma
L State OF Minnesota M&
n Puckett, Sally ["Parent, Child iz the Patient]

il 3

Date/Time | Creatar | Significant Event D escription

-| Cancel

Last Encounter | AutoFlow :::

a. Make sure the Selected Insurance is correct.
Note: If the patient is having a confidential service, change the insurance to Confidential

Insurance.
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b. To change insurance either select another insurance from the Available
Insurance window, or right-click on the patient and select New Insurance.

c. Click on AutoFlow

6. Print Labels

Print Labels

abel Template ————————— —Printer Settings
Template @I Roosevelt_Labels
Jw Fee Ticket ;I Orichtation; 2

Eyl Template Sorting Faper Bin: Automatically Sel
—Print Range — Copiez
' Full Page of the S ame Label Mumber of copies:|1 3:

" Starting Label Position

Howh j Cc-lumnh j

—User-Defined Message Data

User Defined Text
Faster File M aster Filz Y alues [Dynamic]

| =l =

Preview | Print | Claze |

a. From the Template field, select Encounter Fee Ticket and select the number of
labels you need.

‘ Note: The Encounter Fee Ticket template should also be used for lab specimens and other forms. ‘

b. Double-check that the correct label printer for your clinic is selected and click on
the Print button.

c. Click on AutoFlow
7. Print Data Sheet
a. This will automatically print to your clinic’s 2055 printer.

b. This should be given to the provider along with the Encounter Fee Ticket and
Personal Health History form.

c. You can also use this form to write down the patient’s vitals.

d. The data sheet should then be shredded after the appointment once the
provider is finished with it.

8. Alerts

a. Review any Alerts for the patient (if applicable) and correct any issues.
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C. Check-in

The appointment in the Appointment Book should now be crossed-out. This means the
appointment is checked-in and you have completed the process!
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Congrats! You are now done with this How-to Guide.
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