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How to Schedule a New or Existing Patient

e Procedure on how to schedule a new or existing patient

How to Scheudule a new Patient for appointment:

e If you get a person calling you and they are not an established patient, you will have to add
them to the system before scheduling an appt.

e Hit the spyglass in the top screen a window will pop up click on new.

Patient Lookup

Search Patient New (Copy) MNew | =  Delete | £3
’ 1Dy v 10 v | C
Search by Name by| Name ~| &| Search by Name by|  Name v Active ~
Patient Name DOB Phane No Account No Last Appt Prev Name
08:00 am
08:10 am
e Fill out the required information — the lines with the red * next to it along with highlighted
information.
- New Patient Information B &
Account No Prefix hd Date Of Birth* m Age: pep cr
Last Name* Suffix ~ Sext ~ [sosc | ) )
— Referring Provider clr
First Name* Mi S5N D Not Provided
Rendering Pr./PCG -
Previous Name Parentinfo || Select || SerEmergency Contact |
— Marital Status hd
N
Preferred Name Resp Party
- Language*
Address Line 1% [ Translater
Relation
Address Line 2 — Race
Family Hub || Select || Remove
City* Validate T Ethnicity
Contact
State Zip* Country | US Characteristic ~
Home Phone Cell No RIS [ et | |ﬂ‘ Birth Order v
Accl
WorkPhane - » Pegaiance Crecainy | | e v
1 | eye@edinicatwarke.c - Mext Appt :
Email | xyz@edlinicalworks.com O Net Provided Rx Histary Consent * U w | sean |
Last Appt Signature Date (]
Advance Directive
IEPENSS(M Phormacies()  Contads  Attomeys  CaseManagement  Circle of Care
& Insurance [ seifPay | Sliding Fee Schedule | | IE | | NewCase | | Kary_Trail_Communiy(FeeSch) ~ | Add || | Update Emp Status
g Name State Subscriber No | Rel Insured Co Pay Group No Student Status

Gestational Age

Additional information |« | [ alert | [ Miscinfo | [oprions «| [ psac |

[E]\ cancel |

e Once you get them in the system then you schedule BOTH New or Existing patient the same
way.
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e Click on the S at the top ribbon and choose Resource Schedule
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Review Progress Notes
Office Visits
Resource Schedule

{P) healow Appointments

How to Schedule a New or Existing Patient

e Make sure the date is correct at the top. Choose a time for appt.- double click on the line next
to time slot and it will pop up an appointment window.

eCW (ToddMcCarty, Lezlie ) Production

091040
Y wy Providers 09:20 80

08:00 41
08:104m
08:2044
08:304u
08:4044
08:50 am
09:00 4m

Q, Search.. 09:30 a0
Al 09:40 au
7] ANDERSON,RILEY 09:30 4
7] ARNOLD JESSICA 10:00 0
7] BRUCEJENIE 10:10.4M
7] BURDICKJESSICA 10:20 21
7] CHOWDHURY,MOHAMMAD 10:30.4m
7] CURREY,SUSAN 10:40 21
7] DIMARSICO,MARY 10:50 21
7] FOSTERMOLLY 11:00 21
] GATTON,TERESA 11:10 40
5 2 11:2084
11:30 a0

11:40 1

11:50 am
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Appointment on Friday. February 19, 2021

hamele‘ -

¥ Appointment

(e 01:Katy Trail Com b+ | POS*
Date* | ppr19/2021 | Py
Tme* 4940 am |~ 11:50 am
o visit
Vit Type* | O | Enter Visit Type

VISIEStatus (7 | pEN (Pending)

2 Pager Status.
HBilling
Open Cases -
Referral
Billing Notes

General Notes

Co-Pay/ Claim changes for this visit only
[] Change co-pay for this visit

[C] Mon-billable visit

oo

rs | [ R Find | | @ Logs | [ ¢ Referrals

[ info | [ Hub | [ NewFT.
Provider* | y)pNER,IVETTE e |
Resource* | egalia COVID Vaccine e
Email [ Web Enable
Reason | frrer reason
Diagnosis
Transition Of Care
= ] Bubblesheer | [ (8]

o o
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Put in patient name along with the following fields:

Patient* Test, Baby, B H I\amEv| 51| -
Test, Baby, B | &2
¥ Appointment

Facility*

115ep2013 | & 660-281-0000 |

01:Katy Trail CoamF « POS*  gp

™

09:50 am -

Date* | p3/19/2021

Time* 10:10 am -

N Visit

VisitType* @ | COVID VAC (COVID Vaccine) -

Visit Status O | PEN (Pending) -
= Pager Status

W silling

Open Cases

Referral

Billing Motes

General Notes

Co-Pay/ Claim changes for this visit only
[] Change co-pay for this visit

[] Mon-billable visit

| Fa Encounters | | 03, Find | () Log=

o

For Covid -use the following providers and resources
1. Provider: Sedalia —Jeanie Bruce

Warsaw — Megan Yonker

Versailles — Mary DiMarsico

Marshall — Shari Thompson

Sedalia Covid Vaccine

Warsaw Covid Vaccine

Versailles Covid Vaccine

Marshall Covid Vaccine

| «* Referrals |

2. Resource:

3. Reason:

Provider*
Resource*

Email

Reason

Diagnosis

Appointment on Friday. February 19, 2021 TEST, BabyB & Sep11,2019(17 mo M) s Acc No. 9624
| Info | | Hub |

&= babygotemail@email.com

How to Schedule a New or Existing Patient

] NewPT.

TURMER,IVETTE hd

Sedalia COVID Vaccine -

babygotemail@email.com

[] Web Enable

COVID Vaccine

Transition Of Care

o
C
o
o
m

4l

Covid Vaccine (1t shot), Covid Vaccine 2 (2" shot).

4. Visit type: Should pop up COVID VAC (covid Vaccine). Hit ok
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e For any other type of appointment make sure the provider, resource, type of visit and
reason are entered.

e Once the patient is Scheduled you can go to the Office Visit Screen:

® O 0 -0 O

Review Progress Motes .

Resource Schedule

{§) healow Appointments

e C(lick on patient and progress note will come up — follow the Covid Workflow.
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