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Posting Charges from Appointments

1 When scheduling appointments be sure to add procedures scheduled to the
appointment. These scheduled procedures will be listed on the appointment if
your system is set up to show information on the appointment. Or you can
Double-click to open appointment to verify procedures have been added.
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2 Procedures scheduled should be listed here for all appointments; this allows for
ease of posting treatment

3 Click here
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4 To POST CHARGES FROM APPOINTMENT

Select appointment; created blue halo

Right click on appointment

5 Select Change Status
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6 Click Complete

7 This will open the Post Appointment Transactions screen
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8 You have the option to Post Selected or Post All procedures

9 If you only need to select individual procedures that are done, check each box.
Then you will click POST SELECTED

If all procedures are done, click POST ALL
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10 Click "Yes"

11 You will see all charges selected are now on the ledger as COMPLETED items



Made with Scribe - https://scribehow.com 7

12 If patient has insurance; proceed to CREATE CLAIMS

If patient does not have insurance, you can collect any patient balance due;
proceed to POSTING PAYMENTS if needed
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13 Back on the schedule; you will now see the appointment has a green check mark
and is grayed out, showing it is a completed appointment.


