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FLOW Completing patient appointments; posting
to patient ledger from appointments

1 On the patients appointment on the schedule, you will use the Change Status
function

The Change Status function is the icon in the upper right corner of the
appointment. This is where you will see the status of the appointment:
unconfirmed, left message, confirmed, where the patient is at in the office, or
cancelled, missed and will call.
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2 Click on the Status Change icon; select Complete

3 Your Post Transactions screen with open. Here you will see all procedures
attached to the appointment with the option to post all or post selected
procedures
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4 You also have the option to add additional procedures if needed;

If needed, click on the green "+" to enter the charge details for additional
procedures

5 In the Charge Detail screen, you will add the procedure code(s)

Continue by clicking save or save and new for each additional procedure code
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6 Back in Post Transactions it is now time to select procedures to be posted:

Either you will click Post All to complete all transactions or select each box for the
appropriate procedures to be posted and click Post Selected
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7

8 If this patient is set as a Recall patient; this will prompt you to schedule the next
Recall Appointment
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9 To schedule the Recall visit:

Select the appropriate procedures from the provided list

10 Click "Schedule Now"
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11 By clicking on Schedule Now, this will place the patient's appointment on the
clipboard and the calendar will automatically take you to the correct date based
on the patients recall settings (example: 3mth recall, 4mth recall, 6mth recall)

12 On the clipboard; click and hold the patient and drag and drop to the selected
appointment time
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13 The appointment will populate with the selected procedures attached

14 Back on the current days schedule, you will now see that the scheduled
appointment is marked with the Complete Status (green person with check mark)
and the appointment is grayed out to signify it is a complete appointment
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15 From the patient docking you can view the ledger

16 On the ledger the procedures that have been completed will be listed. You can
proceed with collecting payments and creating claims as needed.


