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APPOINTMENTS TAB

OVERVIEW

The Appointments Tab is used to set up appointments, reschedule or edit existing appointment information,
check patients in and out, and create Patient Visits. The visual display, and some features in the Appointments
Tab, may be customized to best suit your individual office workflow. If you are using Office Ally’s EHR program,
any appointments created in that program can be integrated with the Appointments Tab in Practice Mate. In your
EHR account, the Manage Office>Admin Section>System Preferences section will have Yes defaulted for the
Show Practice Mate modules option. This will need to be selected to integrate the Practice Mate and EHR
appointments.

At the top of the page there are links and sub-links which allow you to perform tasks or view information in
different display options.

The calendar in the left corner will have the date being viewed highlighted. The date in this calendar will indicate the
date listed above the appointments. Click on a date to view the schedule for that day, or toggle between months by
using the arrows to the sides of the month. The arrows on the sides of the date on the appointment chart will move
the view one day back or forward respectively. This information will be available in every Calendar View.

W Patient Visits T Claims/Billing T Accounting TManagePatientsT Patient Portal T Manage Office _

_> Add Hew Appointment Search Daily View »F Vieekly View Monthly View Options »  Reports P

Appointments - Daily View [Detail]
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APPOINTMENTS TAB
The top middle section allows you to adjust the information given AT, Offce: ortee A+
. . . Sun Mon Tue Wed Thu Fri Sat e e [T -
in the views. If you have multiple offices, you can select the one oo 20 [311 |2 |3 s B —
. . . . 5 6 |7 |8 |9 [10)11 e
you’d like to view with the drop down list under Office. If you’d 2 e e
like to see the schedule for a particular provider or staff member, 0 o2 o ouis T = oo |
select them from the Providers/Staff drop down list. To change B> i b B

the time intervals the calendar is divided into, make the adjustment
with the Time Interval drop down list.

There is a search feature as well, below the Office and Provider filters. Type a specific date you would like to view
into the provided boxes. You can also click on the calendar icon, &, to choose a date from the pop-up that will
display. Once you have selected a date, click Go To Date, and the schedule for that date will be displayed. If you
want to view the current date, click Today, and current day’s schedule will display.
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Appointments Tab>Add New Appointment

The Add New Appointment link will display the Add Appointment page.

Patient Visits I Claims/Billing T Accounting T Manage Patients T Patient Portal T Manage Office

| Add Hew Appointment | Search Daily View » Vieekly View Monthly View Options b  Reports #

Add Appointment
. Patient ID: 25482182 Browse
Click the Browse button to search patient Last Name: Fatar ]
through your patient list. Use the search U e
criteria to narrow your list and find your Patient Phon:
; . [Check oy £
patlent. Enter the appointment Health Plan Eligibility Name: =]
information, and click Update when Insurance hame: Reine ‘
Office Name: Office Ally ~
ﬁrlished' Appointment With: Provider «  John Smith -
App"‘“{:"‘me’:‘:wn;’;:’ftEwmesday Time: 08:00am + O
e e
Note: The Check Eligibility and Resource: Room v Examt -

. . g . ty . Visit Length: 15 minutes = cmo,cgde;r
Reminder Call options will only function R I
if you have enrolled in those add-on e 255 cr i
services. |

Repeat (optional): 0 ~ Days Between Visits: 7 ¥
— Select Action — [
Update

The appointment will now appear on your calendar on the scheduled day.

Thursday, August 23, 2012 [r]

- Patient Home / Cell Provider/ Reason for Elig. Elig. Reminder . Check Check Create
e L [ 113 Phone Staff Visit ST Sehe | mro Seie GYET || 1= | 3| T out | Visit
. _ |Baker, 503-222-2222 / 503- | John | Do ot v

08 00 |1smns | D |22ngs2 | T s et Exam Active | oo % (% (X | D =

g %

From this view, you have access to a great deal of information.
¢ Click on the patient’s name, and you will be directed to the Manage Patients Tab, where you can edit
Patient Data and their Insurance information.
¢ Click the icon in the Add column, %, to access the Add Appointment page again. Use caution, as you
could double-book an appointment if the availability has not been confirmed from the calendar view.
¢ The icon in the Edit column, *&, will allow you to change the appointment.

*

The icon in the Del column, X will delete the appointment.

¢ The icon in the Check In column, <, will allow you to record the patient’s Check In information and
create a corresponding Visit for billing purposes.

¢ Anicon in the Check Out column, £, will appear after the patient has been checked in. This will allow
you to record the patient’s Check Out information.

¢ The icon in the Create Visit column, &3, will open the Patient Visit Tab, to add a new visit.

Appointments Tab>Search

The search function will allow you to search for appointments by a patient’s name. This is helpful when checking
date/time for a patient without having to seatch through the calendar. Click the Search link to start.

Patient Visits T Claims/Billing T Accounting Tl.lanage PatientsT Patient Portal T Manage Office

Add New Appointment I Search I Daily View » Weekly View Monthly View Options P  Reports #
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There are different ways to search for a patient from this screen. One way is to type the patient’s first or last name
into the fields, and click Search. Another way is to enter the patient’s phone number they have on file and click
Search. The last way is to use the Browse button, and select a patient from your Patient List. This will populate all
the information for you. Click Search. The results will display at the bottom of the screen.

To narrow your results, use the Search Option filter. Choose St kst e
to only display appointments from the last 30 days, or only DD P R |

. . . . 3 g ) Patient FirstName: [alie | StarisWih ~
display upcoming appointments. After you make your choice, LR P | e vm
click Search again. % 186 L ¥4, searn optr: ,,

e
0, D Upcoming search cancel
The results will include different options for past or upcoming Avpeintments - Search Rt Change Sttus To: [ =]
appointments‘ Any past appointments are Simply recorded‘ D ::(em Time Patient Name Patient ID ;rkoi:er Office Reason For Visit Status  Edit | Del
. . . . Tt |10:30am  Avery, Alie A 25509489 | 2" Office Ally | Exam Active

There is no way to edit or change them in any way from this PO U St 5 vt SRR i [ b

screen. Upcoming appointments are available to edit or delete
with the icons in the right columns. Change the status of the appointment or patient by checking the box in the left
column next to the desired appointment result, and choose an action from the Change Status To drop down list.
Click Go to apply changes. Click on the patient name to access their record.

CHANGING CALENDAR VIEWS

Appointments Tab>Daily View>Detail View

Hover your mouse over the Daily View link, and select Detail View. This view is [ [ acconia [ sonsserasois | rovenirorta ]

. . . . . . . e ointmen earc I iew eel iew_
the default setting, but can also be customized. This will give contact information Lt Aosoniment, _Seereh _ | b ow ) | ooty v |
on the patient, as well as direct links to adding patient visits and check-in/check- b |

. . . . . . |e Wed Thu Fri Sat ;o
out sections. This view is useful to see a particular day’s overall schedule. To edit or [z s s " freees e
5 6 |7 |8

change any appointment information, click on the icon in the Edit column.

4] Thursday, August 23, 2012 [»]
_ Patient Home | Cell Provider/ Reason for Elig. Elig. Reminder ~ Check Check Create
Time Length yome DO Phone Staff Visit Status Status  copay Status | ~00 FOT 0L Tom st
Baker, 503-222.2222 John . Do Mot ,_..
08 00  15mins BamyB | 2221952 |ohn o s | amih Exam Active T % % (X |O H
A5 Y

Appointments Tab>Daily View>Providers/Staft/Resources View

Hover your mouse over the Daily View link, and select S e e e
Providers/Staff/Resources View. This view allows you to see what time, what | Astewiormnen, _seen [ounview ) | neciyven, |
providers/staff, and what resources are available on one screen. The — o | FrovdersistsResaurces viw ||
12 | Providars/Statfs View
1 1 1 1 Si¥odyTRw i} sat Toviders s esources View
fappomtment.\m]l appear 1r1.each of the sections they are s-cheduled for. P:or B
instance, notice Chatrlie Childs appears under both [Provider] John Smith, and L= = rs

[Room] Exam 1 columns. At a quick glance, someone scheduling another appointment would see that Dr. Smith
and Exam 2 are taken at 10am.

Under this view, you are still able to get : : K. oo

to the patient information. There is a T owdtcam  fmnfo  lomimi  semmanon  pzed el Gt e
yellow icon, «, in the top right corner of [ x

each appointment box. By hovering your . : [ —

mouse over this icon, a list will appear to + x ' —

manage the patient and appointment e x Gean

information, as shown on the right. This - : et

yellow icon will appear in all the views = - :

except the Daily and Detail Views. The list that displays mimics the icons shown in the Daily and Detail Views.
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If you want to change the date/time of any of the appointments in any of the views besides the Daily or Detail
View, you are able to click and drag the appointment to a new time/date/provider and/or resource box to change

the appointment. The adjustments will be made automatically in the patient record.

Note: As in the figure above, there may be more Providers/Staff/Resources listed than can be viewed at one time.
Move the scroll bar horizontally at the bottom of the page to view everything listed.

Appointments Tab>Daily View>Providers/Staff View

This is similar to the Providers/Staff/Resources View, but does not include the
Machines or Rooms. This would be used to quickly see which staff or providers
were available. The appointments will have the yellow icon available for more
detailed information.

Thursday, August 23, 2012 [r]
Time [Provider] [Provider] [Provider] [Nurse] ;:::i’:;::] Time
David Dickson Fran Foster John Smith Ashley Anderson Bob Baker
0800 am =
08 oo X ¥'Baker, Barry 08 0
15 X 15
P8:30am  [u]
30 X Avery, Allie =0
45 X 45

Appointments Tab>Daily View>Resource View

This view only shows the Machines and Rooms. The providers and staff are not
listed. If a quick view of what resources are available is needed, use this view. The
appointments will have the yellow icon available for more detailed information.

Thursday, August 23, 2012 [r]
Time [Machine] [Room] [Room] [Room] [Machine] [Machine]
CT Scan Exam 1 Exam 2 Exam 3 MRl Ultra Sound
08:00 am =
08 o0 v'Baker, Barry

30

pe30am [
Avery, Allie

Appointments Tab>Daily View>Today View

This selection includes the same information and set up as the Detail View for
the current date. If you wanted to see in detail the appointments for a day in the
tuture, you would use the Detail View. If you wanted to see the current day, use
this option.

Kl Thursday, August 23, 2012 [»]
. Patient Home / Cell Provider! Reason for Elig. Elig. Reminder " Check Check Create
Time  length . .. DOB Phone Staff Visit Status Status  copay Status Add | Edit | Del | T out | Visit
Baker, 503-222-2222/ | John Do Nat e
08 00 |15mins Byl | 221952 | e | sman Exam Active T R % (X | O ]
15 A

Appointments Tab>Weekly View

This option will display the schedule for seven days.

Billing T Accounting TManagePabentsT Patient Portal T Many

Add New Appointment search

Daily View b | Wieekly View

Detail View

ember 2012 =

—as

e Wied Thu Fri Sat

29 (30 |11
5 |6 [7[8

Time Interval:

Providers/Staffs/Resources View

Providers/Staffs View

Resources View

Today View

Billing T Accounting TManagePalienlsT Patient Portal T Many

Add Hew Appointment Search

Daily View P | Vieekly View

Detail View

jember 2012 > Office:

e Wed Thu Fri sat

ProvidersiSta View

ProvidersiStaffs View

>
29 30 (311

~|—’—H— Time Interval:
5 |6 718

Resources View

Today View

Billing T Accounting TﬂanagePalienlsT Patient Portal T Mar|

Add New Appointment search

Daily View P | Weekly View

Detail View

Providers/StaffsiResources View

* | Providers/Staffs View

Resources View

Jember 2012 > Office:
e Wed Thu Fri sat
29 |30 [31)1
«l—’—H— Timestrterri-
5 |6 |78

Today View

Patient Visits T Claims/Billing T Accounting

T Manage Patients T Patient Portal T Manage Office

Add New Appointment Search

Daily View P | Vieekly View |

Monthly View Options #

Reports #
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The X’s in certain time slots indicates the office is closed at those times. The calendar on the upper left will indicate
the current date, which corresponds with the highlighted day on the Weekly View. The appointments will have the
yellow icon available for more detailed information.

From 8/19/2012 To 8/25/2012 [»]
Sun 81912012 Mon 812012012 Tue 8/21/2012 VWed 8/22/2012 Thu 812312012 Fri 812412012 Sat 812512012

DEe00am  [.] :00 am = ||o8:00 am |

08 00 ¥Baker, Barry |Chi|ds, Charlie l
15 X

J08:30 am = |J08:30 am N |

30 X Avery, Allie | Doogal, Douglas |
45 b4

Appointments Tab>Monthly View

This view displays a monthly calendar with a summary of the number of appointments booked each day. Notice the
Monthly View also displays when the office is closed.

il Patient Visits T Claims/Billing T Accounting TManage PatientsT Patient Portal T Manage Office
Add New Appointment Search Daily View » Wieekly View iMonthhrView | Options Pk Reports F

The days with appointments will list the number scheduled. You can click on the Booked link, and the Detail
View will open for that day, displaying the specific appointments. The current date will be highlighted. You can
adjust which month you are viewing by using the arrows on the top of the monthly calendar view.

August 2012 E
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3 4
Booked: 1
A cLosen
5 [ 7 8 9 10 11
Booked: 1
A cLosen A cLosen
12 13 14 15 16 17 18
A cLosen A cLosen
19 20 21 22 23 24 25
Booked: 1 Booked: 1 Booked: 2 Booked: 2
A cLosen A cLosen
26 27 28 29 30 3
Booked: 2
A cLosen

CUSTOMIZING THE APPOINTMENTS CALENDAR
Appointments Tab >Options>Appointment Page Settings
The Options link allows you to make selections that will change your default view on your Appointments Tab.

The link provides a menu of options to customize your calendar view, block times, and create Office Messages.
These settings are user specific, so each user can customize their own account without affecting other users.

To customize your settings, hover your mouse over the Option link at the top of the page, and s

click Appointment Page Settings from the sub-menu. | ppointment Page ettngs ||
I Special Dates & Events
|| office Daily Message —‘
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A new menu will appear, in which you can change mulitple default view aspects, which effect how your
Appointments Tab is displayed.

< August 2012 > < September 2012 >
Sun Mon TII: Wed Thu Fri Sat  Sun Mon Tue Wed Thu Fri Sat
¢ Show No. of Calendar- Choose between one or two monthly calendars to |22 @11 2 32§ 22 2 2 20
be displayed above your appointment schedule. 1213 14 15 16 1718 @ [0 [17 |12 |13 [14]15
19 |20 |21 |22 |23 |24/25 16 |17 |18 |19 |20 |21|22
26 |27 |28 |29 (30 (311 23 |24 |25 |26 |27 |28|29
. . . 2 3 4 5 | |78 301 |2 3 4158
¢ Show Office Daily Message- Choose to display the daily message for the
office above your schedule.
¢ Default View Page- Select the default view you would like see on the Appointments Tab.
¢ Daily Detail View Page- Switch between the default Daily Detail View page or create your own custom

layout.
o If you want to use the default Daily Detail View, make sure you have Use System Page selected
on the drop down menu as indicated below. This will be the default setting. To create a custom
view, use the drop down list to select Use Custom Page.

z -

Daily Detail View -

Show No. of Calendar:
Show Office Daily Message?
Default View Page:

Daily Detail View Page: Use System Page

" Update " | Cancel
Show No. of Calendar:
If you select Use Custom Show Office Daily Message? [
Page’ new ﬁelds WIH appear Default View Page: | Daily Detail View lv;
. Daily Detail View Page: | Use Custom Page H—
on the page, and you will Available Fields: Selected Fields:
have an option to select the Pt = i
. Appointment ID Select Pri I
fields you wish to be Appaintment 2] | rimary surance %
. . . cell Ph _ Home Ph
dlSplayed mn your Dally Check lljnn: Prnun\..:?der l:dral:li»e
. . . Date Created No. of Wisits Auth.
Detail View. The Available DOB Notes
. . Elig. Copay Scheduled By
Fields and Selected Fields Elig. Status ~ Status
that appear WIH already haVC Align Control lcons (Add/EditDel/Check-In): | Right | %
selections in them. T

To add fields into the Daily Detail View, click on a field in the Available Fields box, and click Select. The field
moves from the Available Fields to Selected Fields category, and will appear on your calendar view.

Available Fields: Selected Fields: Available Fields: Selected Fields:
Mo. of Visits Auth. ~ Patient Account Mo e Appointment ID - Status -
Office B Elig. Copay 1 Auth.Mumber - Patient Account No i
Primary Ingurance I Select == I Age Check In? Elig. Copay
Provider Nams Address Date Created Age
Reason For Visit Wisit Length DoB — Address
Cell Phone Elig. Status = Wigit Length
Gender Firzt Hame Cell Phene
Notes Home Phone Gender =
- - Ingured Name Notes
= Patient 1D ;
Work Phone v Scheduled By v Lazt Name ¥ Patient ID b

Office Ally |
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To remove an entry in the Selected Fields box, highlight the field you want removed and click Unselect. The field
will move over from Selected Fields to the Available Fields box.

Available Fields: Selected Fields: Available Fields: Selected Fields:
Appoeintment ID A MNo. of Vizitz Auth. Y Patient Account Ne ”~
Auth.Mumber ] Patient Account No N Office B Elig. Copay i
Check In? Select == Elig. Copay Primary Ingurance Select >> Age
Date Created Age Provider Name Address

DoB = ) _ Address Reazon For Visit _ Vizit Length
<< Unselect << Unselect
Elig. Statuz Visit Length

Sec. Insured Name Cell Phane

First Mame Cell Phene Gender
Home Phone Gender = Notez L3
Ingured Mame MNotez ELlopay — Patient ID

Last Mame v Patient I v Work Phone Scheduled By b

| <

If you wanted to change the order of the fields displayed on your Daily View, use the arrows next to the Selected
Fields box. Select the field you want to change the position of, and use the arrows to move it up or down on the

list.

Availakle Fields: Selected Fields: Available Fields: Selected Fields:
Appointment 1D "~ = lonar Appointment ID ~ j .
Auth.Mumber - Address o Auth.Number ¥ [age ]
Check n? — Check n? — |z
Date Created W=t Lengin E| Date Created Wizit Length
DOB = Cell Phane DOoB = Cell Ph
Elig. Status Gender Elig. Statuz << Unselect Eender El
Firzt Name Notes Firat Name MNotes
Home Phone Patient ID Home Phone Patient ID
Insured Hame Scheduled By — Insured Name Scheduled By -,
Last Nams M Reminder Status b Last Nams w Reminder Statuz w

Notice in the figures below how the rank in the Selected Fields box (Figure 1) determines the layout on the Daily
Detail View (Figure 2).

Figure 1 Figure 2

Selected Fields:
Age

Gender

Eeason For Visit
Visit Length
Status

Primary Insurance
Cell Phone

Visit engt Insurance Phone

- Gender Reason For Il:_nsrt J| Status Primary Cell

Note: There are default fields that you cannot change or delete. These can be set on the left or right of the page

with the Align Control Icons option. Time, Add, Edit, Del, Check In, Check Out, Create Visit, and Patient
Name will always appear.

Align Control lcons (Add/EditDel'Check-In); | Right

Left

Once you have the Selected Fields box adjusted, click Update to save your changes.

Note: If you have several selections, you may have to scroll horizontally across the appointment chart to see the
additional fields.
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A sample Daily Detail screen with Custom Page settings is illustrated below. The Align Control Icons option is
set to align on the Right. The columns highlighted in red are the default settings which cannot be changed. The
columns highlighted in blue are the custom view options each user can select. There may be more fields than can be
viewed at one time. If the selected fields do not fit into the view all at once, there will be a scroll bar at the bottom
of the screen to scroll horizontally.

. . Reason For Visit Primary Cell y Check Check Create
U= e = EeriE Visit Length doie Insurance Phone G | = | In Out Visit
10 0 Baker, Barry B 60 year old ] Check Up 30 Active | Aetna 503-222-2273 % % X . L
30 %

Appointments Tab>Options>Special Dates & Events

Creating Special Dates & Events for your office or for individual staff members allows you “Options ¥

to block out time for reasons other than patient appointments. For example, this could be used | appointment Page Settings
to prevent accidental scheduling during a meeting for the office, or a staff member out of the Special Dates & Events
office on vacation. To set up a special date or event, hover over the Options link and select Office Daily Message

Special Dates & Events from the drop down menu.

Select Add Office Event. There will be an Office

drop down box to select the office location you E,e,:ﬂ ;:Z&TE"I:'%
will be blocking the schedule for. Choose the Description; .

Event Date by typing the date into the boxes, use
the calendar icon, ﬁ, or click on the Holidays I
button. The calendar icon will display a calendar Action: Block This Date =

pop-up. Click the date on the calendar to choose [ i cvnt o aoftces

the date. It will populate the date boxes. The
Holidays button will create a pop up with all the
major holidays listed.

Update

When you find the holiday you want, click Select. The Event Date, as well as the Description, will populate into
the appropriate places.

Federal Holiday Observation List - [Show All]

Select Holiday Description

Select Sep 32012 Labor Day

Select 0Octg 2012 Columbus Day

Select  Movi12 2012 Veterans Day

Select Mov22 2012 Thanksgiving Day

Select Dec252012 Christmas Day

Select  Jan 12013 Mew Years Day

Select Jan 212013 Birthday of Martin Luther King

Select Feb 28 2013 ‘Washington's Birthday
May 27 2013 Memarial Day

Select  Juld 2013 Independence Day

Select Sep 22013 Labor Day Office: | Offica Aly_~

Select Oct14 2013 Columbus Day Event Date:|5 | /27 /2013 %
Select MNov 112013 Veterans Day LI ial Day -
Select  Mov2s 2013 Thanksgiving Day

123

Select the action you’d like to apply to this event. Use the drop down box to make your selection. If you have
multiple offices, you can create an event one time, and apply it to all of the offices by checking the Add this event

for all offices box.
Action: Block This Date - Action: Block This Date -
Block This Date dd this event for all offices
Exception, Do Not Block This Date
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Click Update when you have finished creating your event. The event will now appear in your Special Dates &
Events List. You will be able to see various details about the event, as well as options to edit or delete the event,
with the icons on the far right.

Special Dates & Events - [Last 100 Entries]

[ Display Filter: Office: — All— ¥ Event Type: — All— A

Add Office Event ” Add ProvideriStaff Event

Office Event Provider [ Last st
Event ID = ~ . Description Action Start DateiTime End Date/Time i Modified Edit | Del
Name Type Staff Modified By Date

Office Ally | Office i Monday 5/27/2013 12:00:00 kmeizner000test
AN

The Add Provider/Staff Event button allows you to block patt, all, or multiple days for an individual.

Choose an office location. The Office: | Office Ally _ ~

Providers/Staffs drop down list will
default to alphabetical order. Use the

Providers/Staffs: | [Provider] Fran Foster -

From Date:ﬁ Time: 08:00am
ToDatefs |5 [f2012 | Time: 05:00pm

list to choose a staff member. Type the Description]yacaion "
desired From Date into the boxes, or

use the calendar icon, i, to click on a

date. Select the From Time from the i
drop down list. Fill in the To Date

and Time in the same way. Include a e

Description, and click Update.

Special Dates & Events - [Last 100 Entries]

)] Display Filter: Office: —Al— *  EventTyps: —Al— -
The events will be listed
on your Special Dates

Add Office Event | Add Provider/Staff Event

Last

_ Office Event Provider | e . P I Last o . _
& Events page, EventlD | o Type e Description Action Start Date/Time End Date/Time Modificd By !.'Ic[-;l‘f:d Edit | Del
257132 | Office Ally | Office Memorial Day Block Monday 5/27/2013 12:00:00 kmeisner000test  08/23/2012 K x
Al
280930 Office Ally | Provider Fran Foster “acation Block Friday 8/31/2012 8:00:00 AN Wednesday Y5/2012 5:00:00 |kmeisner000test| 08/23/2012 % b4

On your Appointments Tab, you can see the changes just made on your calendars. Depending on the view you
choose, the messages will be indicated differently.

Monday, May 27, 2013 E From 5/26/2013 To 8/1/2013 [»]
Sun 5/26/2013 Mon 5272013 Tue 5/28/2013 Wed 5/29/2013
— CLOSED — 08 00 X x
15 X b4
Friday, August 31, 2012 (]
X X X [Medical
. [Frovider] [Provider] [Provider] [Hurse] N -
Time P 5 Assistant] Time
David Dickson Fran Foster John Smith Ashley Anderson Bob Baker

08 0o X 08 00
=15 .4 15
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Appointments Tab>Options>Office Daily Message

A Daily Message can appear on the appointments calendar to give reminder notices to staff | "options ¥
as shown below. In order for the message to display, each user must make sure the Show Appointment Page Settings
Office Daily Message box is checked in Appointments Tab>Options>Appointment Special Dates & Events
P. age Set l‘iI]g’S. Office Daity Message
& rurscey, Auguat 25, 2012 )
Show No. of Calendar: 2 Staff Meeting 10am f——
Show Office Daily Message? N e et Jet o
Default View Page: Daily Detail View - Name o Ho Copay Length Phone
Daily Detail View Page: Use Custom Page ~ 0800 gl |asaie e 2%" 15 %3;
To create a message, click the Office Daily Message link
under Options. Select the office from the Office drop down Office:| Office Ally  ~
list. The date will default to the current date. Use the date Message Date:|[3 [;[23]/[2012 | (mmiadivyy)
fields or calendar icon, i, to make your selection of when the Message:| staff Mesting 10am | 512 chars max)

message will display. Type your message on the Message line.
There is a 512 character limit. If you’d like the message to
appear for all offices, check the box for Add this message for

all offices. Click Update.

dd thiz meszage for all offices

Your new entry Wl]_l now Office Daily Message - [Last 100 Entries]
appear on the Ofﬁce Display Filter: Office: —Al— A
. . Use this option to enter office daity short messages for inter-office co ication. The ge will be dizplayed at top of the Daily or Weekly
Dal_ly Message hst_ View Appointment pages if user selects the option "Show Office Daity Message” in Appointment Page Settings.
You can edit or delete Message Date e Messages Last Last Edit | Del
. K Message late * Message Modified By Modified Date ®
this message at any time 08/23/2012 Office Ally Staff Meeting 10am kmeisner000test 0872312012 X | X
with the icons on the far
right.
Appointments - Daily View [Custom]
< August 2012 = September 2012 = Office: Office Ally -
. Sun Mon Tue Wed Thu Fri 5at  Sun Mon Tue Wed Thu Fri Sat Providers/Staffs: — All— -
The Office Daily Message 29 30 (311 |2 [3 |4 26 27 |28 |20 [30 [31)1 _ _
R Time Interval: 15 minutes
Wlﬂ now appear on the 5 |[6 7 (8 9 10171 2 (3 (4 |5 6 |7 |8

12 (13 [14 |15 [16 [17[18 9 [10 [11 [12 [13 [14]15
19 (20 |21 [22 [23 |24/25 16 |17 |18 |19 |20 [21]22
26 27 |28 |29 (30 311 23 24 |25 |26 |27 |28|29 (Y # | coTobate || Today
2 3 45 6 78 1 |2 3 4 [5]6

Thursday, August 23, 2012 (]
Staff Meeting 10am  «ff—

Appointments Tab above
the calendar view.

8

Appointments Tab>Reports

Reports F |-

The Reports link provides sub-links of available reports. The Appointment Reports (Daily, [[aiy Appointment Report

Weekly, and Monthly) allows you to generate reports and print or save them. The information in ~ [|!/se# Apeointment Repor
. . . o Monthly Appeintment Report
the reports comes from the information in your Appointments Tab schedule. —

Appointment Reminder Logs

Eligibility Verification Report

Patient Demographics

Office Ally | 16703 SE McGillivray Blvd | Vancouver, WA 98683 Phone: 866.575.4120
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The Daily, Weekly and Monthly Appointment Reports may be filtered by Report Date, Office, Provider/Staff
and Status, and the Weekly and Monthly reports give you the option to Group By Office or Provider. This
information can be useful not only to provide a snapshot of activities, but to follow up with patients on missed
appointments, cancellations, and to view trends in reasons for patient visits. Once you select all your desired filter
criteria, click the Go button.

[Report bater] = |[15 |[zo12 |

Al 5 Active v
[ce ]l |

Note: Once the report has been generated, you will be able to choose Export to Excel to convert the report to a
spreadsheet format.

Weekly Appointment Report |

Report Date: El 'E

The report will generate below the omee: [ A1~ 8] provaerrsar: A1 B e Acie a
search criteria. Print, save, or export | owes ¥
the report. . - =
P e IR T VEEY T
L4 Report Date: 5/15/2012 TEST ACCOUNT Page: 1 o]
E Weekly Appointments - From 5/15/2012 To 5/21/2012 - Office: -- All -- - Provider/Staff: All - Status: Active

Date Time Length PatientiD Patient Name DOB Phone Provider Reason For Visit Status

Note: The reports will look 8
different depending on the PDF Tuesday, 511572012

@i' B8:00 AM 20 mins 25508483  Avery, Allie 04/28/1964 503-123-4567 John Smith lliness Active
viewer you have installed on your Wednasday, S16/2012
8:00 AM 15 mins 25508488  Avery, Allie 04/26/1964 503-123-4567 John Smith lliness Active
Computet' \ 3 8:00 AM 15 mins 25509541 Edwards, Ellie - John Smith Check Up Active
Thursday, 5M17/2012
B8:30 AM 15mins 25508528  Childs, Charlie - John Smith liness Active
Total: 4

Appointments Tab >Reports>Appointment Reminder Logs

The Appointment Reminder Log report is specific to Reminder Mate. This is an add-on service which will make
automated phone calls to remind patients of upcoming scheduled appointments. Using Reminder Mate will help
you to reduce missed appointments, receive appointment confirmations or cancellations, and process re-schedule
requests automatically. For more information, call the Enrollments Department at 866-575-4120, option 3.

To view this report, hover over Reports and click on Appointment Reminder Logs in the sub |55 -

menu. || Daily Appointment Report

I Weekly Appeintment Report

Il Monthly Appeintment Report

You can then generate a report based on Called Date, Called Date Range, and Called Month. | —————"
Use the calendar icon to select dates or manually enter them into the text fields. Click Go to Eligibity Verification Report
generate a report which will appear below the filtering criteria. Patient Demographics

Appointment Reminder Logs

s ore ][]

Called Date I Go I|

Called Date Range
Called Month

Note: Once the report has been generated, you will be able to choose Export to Excel to convert the report to a
spreadsheet format.

Office Ally | 16703 SE McGillivray Blvd | Vancouver, WA 98683 Phone: 866.575.4120




Practice Mate Manual |49

The report WIH generate Appeointment Reminder Logs |
below the search criteria. Report By: [ ooz | 28

i | _Exorttoxcel |
Print, save, or export the [(Go [ Exporttobxcer ]

N

report. P

Q- E0He- e 2&0E R Bumo-

Note: The reports will
IOOk dlfferent dependlng Report Date:  5/15/2012 TEST ACCOUNT
on the PDF ViCWCI' YOU Appointment Reminder Logs - Call Activities For Month: 5/2012

haVC lnStalled on your Patient Name  Appt Date & Time Provider Phone No. Call Date Start Time Stop Time Dur. Reminder Email
£ (s) Status Sent
cornputer .

Appointments Tab>Reports>Eligibility Verification Report

The Eligibility Verification Report is specific to the Eligibility Verification add-on service, which checks
patients’ insurance information in real time to confirm eligibility and benefits. For more information, call the
Enrollments Department at 866-575-4120, option 3.

To view this report, hover over Reports and click on Eligibility Verification Report in the sub |5 B

menu. || Daily Appointment Report
[| weekly Appointment Report

Il Monthly Appeintment Report

You can then generate a report based on Date, Date Range, or Month. Use the calendar icon to [, ,

. . . . ppointment Reminder Logs.
select dates or manually enter them into the text fields. Click Go to generate a report which will Elgivity Verification Report
appear below the filtering criteria. Patient Demographics

Eligibility verification Report

Report By: Date ﬁ | so |  Exporttoesce

Date Range
Month

Note: Once the report has been generated, you will be able to choose Export to Excel to convert the report to a
spreadsheet format.

| Eligibility verification Report

The report will generate Reportsy: Date  [] [8]23][2012] ) [ co || Exporttoexcel |
below the search criteria.
Print, save, or export the <
report.

- F7

Q-EEHe-o-% & s % 6flxe -

Note: The reports will
IOOk dlfferentdependlng Report Date:8/232012 TEST ACCOUNT

on the PDF viewer you : Project Eligibility User Transaction Report
have installed on your i —

computet.

|Pﬂ[mn[ Name Eligibility Insurance Name Appointment Date Provider Name Status Result

Appointments Tab >Reports>Patient Demographics
The Patient Demographics report allows you to generate a report for a specific patient’s | Daily Appointment Report

demographic, guarantor, and insurance information. To generate this report, hover over the iwe""""“f’“““f“me“‘ Report
Repotts link, and select Patient Demographics from the sub-menu. [ontly Apponer feper

Appointment Reminder Logs

Eligibility Verification Report

Patient Demographics

Office Ally | 16703 SE McGillivray Blvd | Vancouver, WA 98683 Phone: 866.575.4120
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Select a patient with the Search button, . A pop-up screen will appear, allowing you to search for your patient.
Enter search criteria, or click Show All to display the first 100 results. Click Select for the patient you want to run
the report on.

Patient Demographics Patient List

P |—|E | = || ——— | Last Name [=]| starts with [+ ]| |v | Search || Show Al || Add New
Date ofbirth: | | ] clear

Use search filters to narrow results to certain criteria then click Search or click the Show All button to display the top 100 records.

The Patient ID will populate into the field. Click the Go button to generate the report.

Patient Demographics

N =—

Note: Once the report has been generated, you will be able to choose Export to Excel to convert the report to a
spreadsheet format.

Patient Demographics|

] e —
The t.eport'wﬂlgenerate below the search clerP R ELUHC-© - BE e % Lmwo-
criteria. Print, save, or export the report.
. . Report Date: 5/15/2012 TEST ACCOUNT Page: 1

Note: The reports will look different
depending on the PDF viewer you have T
installed on your computer. Y o - o .

Home Phona Waork Phone Call Phona E-Mail Address

503-123-4567 503-222-2222 ext:222 503-234-5678

Language Race Ethnicity Employer

Englieh
Emergency Contact Emergency Contact Phone

GUARANTOR INFORMATION

USING THE APPOINTMENTS TAB
Appointments Tab>Check In

If using the Detail or Today View, the Check In column will have a yellow icon when the appointment appears
on the appointment calendar. There are two options. Hover your mouse over the icon, and a menu will display,
Check In and Check In & Create Visit. When the patient is ready to be checked in, choose one of the options by
clicking on it.

Check Check Create
In Out Visit
The Check In option will be a basic process, with only the necessary information. Patient  Checkin €——
information, Insurance information, payment, and check in time. Click the Check In option to Check In & Create Visit
begin.

Note: Any changes made here will update the record in Manage Patients as well.

You will be directed to the Check In screen. If you Patint D 25509499
. . . . . . Last Avery First Name: ajlie ME: A
are checking in an existing patient with a complete e
. . - 003: 4 Jipsi[1oee |z Gender romae - =t

record, much of the information will be populated Martdl  marrics = Employment Empioyed .

. . . Status: Status:
for you. If any patient information needs to be Ftore sy ey — Fromency: -

: anguage:

edlted’ you may make any Changes necessa’ry from Race: Black or African American hd Ethnicity: Mot Hispanic or Latino hd
this screen. If you have enrolled in the add-on Acaress. [111ai St | adress Lne2 | |
service Reminder Mate, select the preferred phone & 5‘3“’ ;'- zp:

~ . tome (sua)fizs) aser | Wow  (saa)fint] i ] workext 1|
number of the patient to receive those calls. Phone: Phone

Col  (sv3)fose]lsera| ~ Emai Patent  cetlpnone [7]
one: eminder.

Office Ally | 16703 SE McGillivray Blvd | Vancouver, WA 98683 Phone: 866.575.4120




In the next section, review the insurance
information you have on file for the patient, and
adjust if necessary. If you have enrolled in the add-
on service Eligibility Verification, you can activate
the verification for this patient by checking the
Elig. Activation box. The Insurance Co. ID will
display the ID number, and list the Insurance
Name for reference. Enter any other necessary
information.

The third section allows you to record a payment
and print a receipt. Select the Payment Method
from the drop down list, enter the Amount and a
Description, and click Add Payment. The
payment information will display above the fields.
From the Payments section, you can click the icon
in the Delete column to remove the payment
record, or click the icon in the Receipt column to

Practice Mate Manual |51

Insurance/Eligibility
Date Checked On:

Eligibility Status: Do Mot Check

Health Plan Eligibility Benefit Co.
he (OO

Elig. Activation

Health Plan Eligibility
Benefit Co.Name:

BatchEligibilityPayer

Insurance Co. ID:IBQSEUB ||_| Insurance Name: 21st Century Health and Eeneﬁtsl
Name:
Deductible: I:l Copay:

Patient Responsibility Balance:
(entered from this Check In page):

Account Status: Active

sl B [~ (.

Payment Payer Payment

Applied

Date e Payer Method Checkl/Auth No Amount Amount Delete Receipt
08/23/2012 Patient | Allie Avery Check 101 52500 50.00 X @
h
—
Payment Method: Check B Ameunt:

Check Number:

Description: [Co-pay || Add Payment I

print a receipt for the patient. Any payments added in this way will automatically record in the Accounting Tab to

be applied later.

The last section confirms the provider or staff
member the patient will see, and designates any
resources being used. Use the drop down list to
select a room or machine. If you have multiple
Superbills, you may choose the applicable one for

Provider E
John Smith [-]

Resource: Room E Exam 1

Appointment With

Superbil: Office Superbil E

E Check-In 7 Check in time:

I Print Patient Demographics | |

Print Superbill | [ Update | | Cancel |

this patient or the provider from this screen. Check the box next to Check-In? and the Check in time will

automatically record.

The Print Patient Demographics button will give
you the choice to open or save a PDF file of the
patient’s demographic information. You can save
or print this PDF once it has been opened.

Report Date: 8/8/2012

PATIENT INFORMATION
Date Of Birth
04/26/1964

Patient Name
Avery. Allie A

TEST ACCOUNT
Patient Demographics

Page: 1

Gender Marital Status

Female Married

The Print Superbill button will print the selected Superbill, with the patient’s information already included.

Doctor's Office
1234 Main 5T
Springfield, OR 97000

Doctor's Office

Phone: {303) 555-5555
Fax: (503) 333-3333

Patient Mame: Avery, Allie A DOB: 4/26/1964
Primary Insurance: 21st Century Health and Benefits

Date of Service: 5/23/2012 4:.00pm
subscriber [D:

PROCEDURES OR SERVICES

Office Visit- New Patient [Units) FEE Office Visit- Mew Patient [Units] FEE
60024 [Post Op Cars 1 0.00) DOZ05  |Complex 0 120.008
G201 [Problem Focused 1] 20.00) OTHERS Units, FEE
22202 Exp Problem Foc ] 120.00) 0
00202 Detailed 1 150.004 0
el Comprehensive i 170.00 0
DIAGNOSIS OR SYMPTOMS
[FE] Exams e | [EE] Labs [RCC]
#‘1’5@ FOLLOW-UF EXAMINATION AFTER M |[0340  [STREPTOCOCCAL SORE THROAT M TOTAL FEE:
OTHER TREATMENT, UNSPE FAID:
[cos Tabs TR BALANCE DIE:
|[TE0&0 |FEVER. UNSFECIFIED i

Provider Name & Signature: John Smith-

Office Ally |

16703 SE McGillivray Blvd |

WA 98683

Vancouver,

Phone: 866.575.4120
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Click Update when finished to save the check in information, or Cancel to close without saving. The patient’s
name/appointment entry will now appear on the calendar with the time displayed in the Check In column for the
Daily and Detail Views, or with a green check mark next to their name in the other views. The Check Out option
will now become available.

. Reason For Visit Primary Cell - Check | Check Create
MOPERLTTE  |GER EETH ey Lermin DT rerees Phone S EE ) ED Out | Visit
Avery, Allie A 4% yearold |F Check Up 30 Active 21st Century Health and Benefits | 503-234-5878 \ % X 4'3:&5 C’ [

{0 pm Y
¥ Avery, Allie

Appointments Tab>Check In & Create Visit

This option allows you to check in the patient, as well as start creating the visit, all in one place. Check | Check  Create
In Out Visit

This can help save time on data entry. Hover your mouse over the Check In icon, and click on e
Check In & Create Visit. Ehe{:k In & Create Visi‘ti

Appointments m M I Claims/Billing T Accounting TManagePatientsT Patient Portal T Manage Office

Print _ Add New Visit Patient Visit List

You will be directed to the Patient Edit Vit e Wit D 250270151
Visits Tab to the Edit Visit screen. [ sitiio | owinginfo | miting Options |
Most information on the Visit Info tab patientin:  [eosss ||| Lesthame  [Bvew First Name: "
will be completed. Enter any missing pos Sender prone
. . . egqe Address: [ 111 Main St, Springfield, OR 87111 | [ eait |
information, and click on the Billing
Info tab. Visit Date (mmiddiyyyyi8 /(27 ]/[2012 | B Visit Status: Qpen -
Reason for Visit: linezs | Print Biling Statement? HNo ¥
Chief Complaints: n Vital Signs:  yeight
Note: You DO NOT need to click z e
. emperature.
Update before you move tO the nCXt Alergies i Blood Pressure:
tab within the window. -
Provider ID: 172399 EI Provider Notes: El{max 500 chars}
Provider (FirstiLast) |.Iuhn ||5mrth i
Office: Office Ally  * L
|| [Mdedications:
Edit Visit - [Visit ID: 47967880]
The Bl]lll’lg Info tab is where you will [ Visitinfo | Biling Info | Billing Options |
Cl’lter tl’le information regatding the Diagnosis Codes (lookup history)
diagnosis and treatment or procedure 1-:m 2|:||:||:| 3|:|D|:| “‘Cl[”] 5:”:”] S-I:”:”] 7|:|D|:| 3‘:|DE|
performed) along Wlth fees aSSOCla’ted Date of Service POS CPT Modifier Diag. Line DavE Ins. Patient Adi. Bal Del
Wlth the treatment or procedure From To A B COD Pointer Charges UI‘:i;s Paymt Paymt - ance D&
' B @O U 0000 C ] C ] ) ) S
\ & | @ [ 0 I | A | I || || || | X
There are three ways to complete this screen:
1. You may manually enter information by typing in the screen.
2. You may use the Search buttons, EL to User Diagnosis Code List

select from your User Defined lists of

ICD-9 or CPT codes that you have |Code ¥ [starts witn (]
created in the Manage Office Tab. [ cpe | T ——

This will populate the fields, including | Select 4878 INFLUENZA WITH OTH MANIFESTATIONS

the date of service, with the exception | Select 7882 COucH

of the diagnosis pointer(s).

Office Ally | 16703 SE McGillivray Blvd | Vancouver, WA 98683 Phone: 866.575.4120
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3' If you SCIOH dOWl’l the page’ Superhill Template: | Superkil 1 |V|| | Print Superbill | Print Date Optiuns:
you may use any Superbﬂls Notes: This template here is to be used as a worksheet for provider. ou can print a hard copy then fil-in data on the paper or you may input data
, directly into this worksheet. Please note that data entered in this Superbill worksheet will not be saved; however, as you are changing information,
you ve Created. USC the drop data wil be updated to the above line temz for your convenience.
down list for Superbill Doctor's Office
PROCEDURES OR SERVICES
Template to make your | Office Visit- New Patient  Units FEE | Office Visit- New Patient  Units FEE
3 . . 5205 (Complex E 12000 [55201  [Froblem Focused 04 s0.00
SCICCUOH, and the Superbl]l will ,mc mprshenzive 0O 7a00 OTHERS Units FEE
display at the bottom of the —— O 15000 L, T
. . |§292 Exp Problem Foz [ 12000 [ 0
screen. By selecting items from [ n O o
i ; . |;m4 [Fost Op Care O oo
the Superblll, it will pOPUIﬂtC DIAGNOSIS OR SYMPTOMS
. . ICD-3 Exams |icoa | Labs |
the ﬁelds, 1nc1ud1ng the date Of /758 |[FOLLOW-UF EXAMINATICN AFTER |:3m |STFIEPTOCC)CCAL SORE THROAT II:II TOTALFEE:
R . . [OTHER TREATMENT, UNSPE BALANCE I;IIUI%
service, with the exception of cos | Labs '
. . . 75060 |FEVER. UNSPECIFIED D
the dlagno S1s pOIHter(S) . Provider Name & Signature: John Smith -

A completed screen is shown below. You may report up to eight diagnoses and 12 lines of treatment in a single
visit. The Diagnosis Pointer refers to which diagnosis codes this procedure was done for. It references the box
number next to the diagnosis code itself. In the example below it shows that this procedure was done because of
the diagnosis code listed in box 1. If there were 2 diagnosis boxes filled out, the pointer would read “12.” If you
have multiple diagnosis pointers in one CPT box, add the pointers with no spaces or punctuation between them.

Edit Visit - [Visit ID: 45817015]

Visit Info M Billing Options

Diagnosis Codes (lookup history)

o I = 00 - 00 «C 300 00 «J80 »C 00 «00

Days

Date of Service
From To

Modifier Diag. Line
A B C D Pointer Charges

Ins. Patient

Paymt Paymt Adj. Balance Del

ol
Units

larzarz012 [ [arzarz012 | @ wzor ||| [] 1 ][ 10000 [ 1] || || [ 100,00 X
I @ | @ [ 1 O I I | LI || || 1 X
I |Gl T i N AT T i | I I | | || | X
Note: You DO NOT need to click Update before you move to the next tab.
Edit Visit - [Visit ID: 45817015]
The Bi]lil’lg OptiOl’lS tab contains [ visitinfo | Bilinginfo W
other information needed for billing. bther Providers | Contacts
: : Ref Physician: (HCFA form, box 17}
In this case, the patient has a st % ot vome) CEC S
. . . . sane |[[tones | Phys.o] | npi[1234s67880 |
Referring Physician on file in their
. . . Supervising Physician:
record, so this information is already (First M1 & Last Name) | Tl | Phys.0)] | v I
populated. The Facility and Billing Ordering Prysican ™
. . . (First MI & Last N i]
Provider information can be E e I IEI B | Ea] I |
. -Facil'rty. () 151318 (HCFA form, box 32)
defaulted in the Manage Office FacityName (GRS |
Tab, or you may use the Search — 1234 Main St |
City Springfield State |OR Zip (37000
buttons, E, to select from your User Facityp | | NP‘|{JQ,;,7,£,‘,\,I121 T ’
Defined lists. D 1a0ss2 | El (HCFA form, box 33)
Biling Prov. Name [Zach Zimmerman |
. Address 1234 Main St |
The Update button may be clicked City Springfield | state[orR | zip[eTo00 |
on any page within the visit, and will Phene (260]) 60| 3600 |
. . Billing Prov. Gruupl | NPII1234567390 |
save information present on all tabs. ) SN ® @ e
Click Update before leaving the
. . . Conditions Patient's Condition Related To:
Edlt Vlslt page. Employment (current No v (HCFA form, box 10a)
Or previous)
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After completing the Visit, you will be brought to the Patient Visits Tab, and see the newly made visit on the list.
¢ Visit ID- Clicking on the number in this column will take you back to the Edit Visit screen.
¢ Visit Type- This will record how the visit was created.
o0 A- Created from an appointment
o E- Created from an encounter
o T- Created from a template
o M- Created manually from the Add New Visit link
¢ Status- This will always appear as “Open” on all new visits. You may change this by using the icon in the
Edit column, and select a Visit Status from the drop down box under the Visit Info tab.
¢ Charges- Cost of the visit
¢ Balances- What is still owed for the visit cost.
o Until patient and insurance payments have been applied, the Balance will remain the same, even if
payments have been received.
¢ [Edit- Directs you back to the Edit Visit screen
¢ Del- Deletes the visit
o May only delete the visit if you have not processed any payments or adjustments to the charges.

Appointments | w w i | Claims/Billing T Accounting Tlulanage PatientsT Patient Portal T Manage Office _

Add New Visit Patient Visit List Check Eligibility # Reports

Patient Visit List - [Last 100 Entries]

| Visit Date: By Date = [J[ ][ JE# | Last100Entries | Show Al

BN Seorchfor Patient Last Name v StartsWith * | | | Search o
Display Filter: Offics; —Al— -
Provider: Al >  Status: —Al— > Visit Type: —All— - Select Actions b

Visit 45817015 has been updated successfully ‘_

_— Visit Visit - _ | Patient . . _ ___ |Print Primary Insurance [ Secondary Insurance [ " _

] Visit ID s Date Patient Hame DOB Provider Status |Charges|Balances BS? Claim No Claim Ho Edit| Del

D 45817015 A B23/2012 Avery, Allie & | 4/26/1964 | John Smith Open $100.00, S100.00 21st Century Health and % X
Benefits

Click on the Appointments Tab, and the appointment chart will reflect check in and creating a visit.

Status- Will change from Active to Visit Created.
Check In- Shows the time stamp of check in.
Check Out- Icon appears in previously blank space.

* & o o

Create Visit- The icon has disappeared, as the visit has already been created.

w Patient Visits T Claims/Billing T Accounting TManagePatEntsT Patient Portal T Manage Office _

Add New Appointment Search Daily View » Weekly View Monthly View Options P Reports #
Appointments - Daily View [Custom]
< August 2012 EE September 2012 > Office: Office Ally -
Sun Mon Tue Wed Thu Fri Sat  Sun Mon Tue Wed Thu Fri Sat Providers/Staffs: — All— -

20 30 311 (2 [2 |4 26 |27 |28 |29 |30 [31)1
5 6 (7 [8 (9 (1011 2 3 [a |5 |6 |7 |8
12 13 14 |15 |16 (1718 9 |10 |11 |12 |13 |14/15
19 20 |21 |22 |23 |24/25 15 |17 |18 |19 |20 |21|22
26 |27 |28 (29 (30 (31|11 23 |24 |25 |26 |27 |28|29 Y | corovate || Today |
2 3 |45 6 78 3001 23 |4 56

Time Interval: 30 minutes -

Monday, August 27, 2012 [r]
" - Reason For  Visit Primary Cell " Check Check Create
U fabenttan Age ey Visit Length AHITE Insurance Phone G| E | 2z In Out Visit
04 :00pm %

Wisit 21st Century Health and 503-234- 428
F llness =0 Created |Benerrts 5678 SS X O

30 | Avery, Alle A :z"“r
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Appointments Tab>Check Out

When the patient is finished with their appointment, click the Check Out icon. A new screen will display.

Monday, August 27, 2012 (]
- . Reason For  Visit Primary Cell _ Check Check Create
TE|FEIELETE | SDE Gender |yt e D Insurance Phone S| B DL T out | Visit
04 {00pm %
30 | Avery, Allie A ‘;z"ear F liness 30 g::tat - é:;?gtwmanh and 33%234_ % | % | X 4,,? )

The Check Out screen will give you Print Options of what Gt i
information to include on the printed form. Some of the e o W
boxes may already be checked if they were set as defaults in print Options: i S pot. conptoe [
the Manage Office Tab. You can adjust the options with st cemocrapics

. [ |Rreceipt Appt. Completed
the checkboxes. The Check-Out Status will need to be et oot o
entered using the drop down box. This will populate the it Checton Tine.
Patient Check-Out Date/Time and the Patient Length of Pant Check-Out Dte] 8292012
Visit fields. If a payment was not taken at check in, you can Patie Checut T
record it here by clicking Add Payment, or receive an Paent Lang of Vit |28 inues
additional payment. When you have finished entering the —_—
Check Out information, you can Print the check out form, or

. . . . Patient Responsibility Balance: | 50.00|  Account Status: Active
Update to save the information without printing. The check ”
. . . Payments:

out time will then appear in the Check Out column. e

[4] Wonday, August 27, 2012 [»]

Time  PatientName  Age Gender c'i’:“’""r"' ‘L":“';“' Status :. r;:'::’“ ‘p:::m Add | Edit | Del c':':.c" c";:fk C‘r,?:'i‘e
04 -00pm S
30 |Avery, Alle A ‘;‘;y“’ F liness 30 gr‘z';t - g:gg"“w peaia :g%zu BN X ‘pﬁg ‘p::
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