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CLINICS Checking out Appointments 0

This guide will help checkout a patient appointment and schedule a follow-up appointment.

I.  Checkout an Appointment

When “checking-out” a patient in the Appointment Book, you are I —
simply indicating that the patient’s appointment is over and you have

. I
completed the necessary next steps for future appointments. Be e i

assured that completing the following steps will not send a bill or ' Cunsrodves i
close an account.

A. Starting the AutoFlow

1. Select the appointment in the Appointment Book by
left-clicking on it.

2. Now right-click on the appointment and select
Checkout.

B. Verifying Insurance

1. Verify once more the insurance is correct.

2. If the patient had confidential services, change the

insurance to Confidential Insurance. o
a. Highlight the insurance payer under Selected ey

Vi Chart

Insurance and click on the left blue arrow.

Pt

b. Select Patient and right-click. r——

c. Select New Insurance.

d. Choose Confidential Insurance

“';“g'l Encounter Insurance Selection - Rabbit, Peter

Patient: Fabbit, Peter

Avallable Insurance

E_
Cattontail, Peter [*Parent, Child iz the Patient]

LE3 BCES Commercial

\Selected Insurance

Relationship
*Parent, Child iz &

Payer Mame Inzured Mame
BCES Commercial  Caottontail, Peter

il 3

v Date/Time Creator I Significant Event Description
04/23/2M21225.. Carlson, Lor Encounter Insurance Re-Ordered - 82

AutaFlaw o

j Cancel |

3. If the patient had an SSI visit or pre-diagnosis mental health services, make sure Not
Eligible Insurance is selected.

4. Click on AutoFlow
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C. Appointment Search Ahead

1. If the patient needs a follow-up appointment, you can schedule it now. Once you make
your selections, click on Find and select a time that works.

& Appointment Search Ahead: Peter Rabbit 1 =] 4
—Search Criteria

Event Duration [~ Date/Time Range

E [ =[5 = | StatDate End Date Find nest @
Service Location |D4323"’2D12 EJ I—”—"l— :] |5 :I Appts
| = Start Time End Time

Resources/Classes I 8004 I~ I 430P J53

. Anderzan, Kriztie [15 min) _

[T Andrews, Barb (15 min) Day of ieek

[~ Berkley. Sharron [15 min] [ sun ¥ Mon ¥ Tue ¥ wed ¥ Thu ¥ Fi [ Sat [ Mo Preference
IE EEEQK:::n[;%?:n]m] [ Patient

[T Carlson, Lori [15 min) E Peter Rabbit

Chaizzon, Micole [15 min)
bz |inette 115 min ;I
. - 7]
Clear Find | W ait List | AvtoFlow IIII> j Cloze

2. Click on AutoFlow.
D. Recall Plan

1. If you would like to make an alert reminder in the system for a service or appointment
for the patient, click on the Norton button and select New.

@I Patient Recall - Rabbit, Peter =T

Fecall Plan Information for: R abbit, Peter i

Ell | Fecal Flan | StatDate | EndDate | RetunDate| Ewvent | Resour | Locati| 15t Act Maili | 2nd At Mail| 3rd Act Maii| 1stSched |-

Mew. ..

Stap

Prink 3

4| | i

IV Show Active Recall Plans Oy AutoFlow "“> j Claze |
i

2. Click on AutoFlow.
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E. Print Labels

1. From the Template field, select Appointment Reminder if you booked a follow-up
appointment.

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

Print Labels

—Label Template ————————————— —Printer Settings

Template @I Roosevelt_Lahels
_LAppointment Fieminder Card _VI R - .

@F‘I Template Sorting Paper Bin: Automatically Sel
— PFrint Range — Copiez

" Full Page of the Same Label Mumber of copies:|1 3:

€ Starting Label Pasition

Howh 3: Eolumnh 3: Iﬂ @

—Uszer-Defined Message Data

Uszer Defined Test
I azter File k aster File Yalues [Dynamic]

| =l =]
Preview | Print | AutoFIow\% |j Close

3. Click on AutoFlow
Congrats! You are now done with this How-to Guide.
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