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Scribe for windows Workflow

1 To create a NEW PATIENT account; Click on the "Patient List" icon

2 On the left menu, click on "NEW PATIENT"
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3 You will begin entering the patient information. The red fields are required fields;
you will not be able to move on if any of these are left blank. The yellow fields are
the recommended fields. Complete all fields as needed

4 To include patient in the recall protocol make the "USE RECALL" box
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5 Select the recall timeframe

6 Select the preferred contact method from the dropdown menu. This is not a
required field; however we recommend you complete this field as it will be
present in other areas of the system
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7 Select Assigned Provider from the dropdown

8 For patients that have insurance click "Insurance Information" tab
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9 Select "Relationship to Subscriber" from the dropdown

10 Click here
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11 If Subscriber is Self; you will not need to fill in the subscriber field. If the subscriber
is not Self; you will need search for the subscriber from the patient list search.

If the subscriber is not currently a patient in the "Patient List" you will need to
create a patient account for the subscriber as well. If the subscriber will not be an
active patient in the office, you will need to mark the subscriber's "patient"
account as "not a patient". See second image below.

12 Step
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13 Next, you will select the Primary Insurance from the drop down menu

14 Enter Subscriber ID number and Group number
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15 Click "Medical Alerts" tab

16 Select ALL "Medical Alerts" that apply
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17 You can enter any Medications as needed by clicking "add"

18 Click "Add"
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19 Click "Extra Info" tab

20 Here you can enter Emergency Contact Info as needed
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21 The Custom and Missing Teeth tab can be used as you see fit but are not
necessary

22 When you have completed all tabs ALWAYS CLICK "SAVE CHANGES"
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23 Another was to enter a NEW PATIENT is from the SCHEDULER. Click the "Schedule"
icon to open the schedule

24 Double-click on the time slot you want to put the patient in; this will open the
Appointment Entry screen
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25 You will skip the "Patient" search box and move directly to the name entry fields;
enter as much information as you can

26 Enter any specific notes from patient. These notes will show on the appointment.
ie: patient in pain UL
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27 You will add procedure codes to the appointment; these will also show on the
appointment. There are several positive reasons to add the procedure codes to
the appointments...it will pull procedures from the treatment plan, allows for
faster and more precise posting, it will track daily production, etc.

28 To add procedures to the appointment you can pull them 3 ways, add new
treatment item; per procedure code, add from multicode or if there is a treatment
plan you can pull from that.
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29 A "multicode" is a single code that has multiple codes attached to it; you click on
one code and it will add all the codes attached.

30 Click "Save Changes"
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31 This will now create a NEW PATIENT appointment entry on the schedule. Please
note: A NEW PATIENT appointment entry does not create a patient account; they
do not have a chart number yet. On the schedule you will know this by the blue
paper icon at the beginning of the appointment.
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32 You will need to "Create the patient file". There are two ways you can do this. The
first way is to click on the appointment, so it has the blue halo, and click on "Create
the patient file" on the left menu.

33 Creating the patient file will bring you to the patient information page to complete
as done in the previous steps and it creates the chart number.
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34 Be sure to "Save Changes"

35 The other way to "Create patient file"

On the schedule, click on the patient to select. Right click on the appointment
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36 When you right click you will get a new dropdown menu and you can select
"create the patient file" and complete the previous steps


