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Add a New Patient to the Database

Add a New Patient to the Database

New patients can be added to your database with either the Quick Create, Create MML or Full Patient Setup.
Video Guide

BEST PRACTICE: As a rule, always search for the patient prior to adding. This eliminates the possibility of
creating duplicate patient charts.

1. To search for a patient, click the magnifying glass icon in the upper right corner of either the iScheduler or
EMR and begin typing. The following search criteria can be used to search for a patient: a combination of
patient First Name, and/or Last Name, DOB, or Chart Number.
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2. If noresults are found, use the drop down arrow and select Create Patient Account

Search for Patient Q,

Display Last Search Results

Create Patient Account

Tum Off Auto Search
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3. Users may also choose to select the New button, located at the bottom of the search results pop-up
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Quick Create

1. Quick Create allows you to create a patient account from this screen with minimal required fields. Enter
criteria and select Create


https://www.youtube.com/watch?v=Fk03WGmx-X0
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BEST PRACTICE: Practices utilizing the patient portal, MyMedicalLocker, should consider using the "Create
- MML" button from the Quick Create window. Read steps listed below for instructions on how to access the

MML Admin screen from the Quick Create.

Create MML

1. Select Create-MML to quick create a patient account and connect to MML
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2. Connect Patient
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http://officeemr.knowledgeowl.com/help/overview-of-mymedicallocker-admin

Full Patient Setup

1. To create a new account from the full patient Setup, select Setup
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2. You are automatically directed to the New Patient Setup window. Fill out required fields (indicated by *) as

well as additional fields, and click Save
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3. Insurance: Enter required and additional fields. Select “Same as Patient” if the patient is the guarantor

which will populate demographic fields
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4. Responsible Party: Select Populate Patient Information if patient is the responsible party. If the
responsible party is a different party, enter the required and additional fields as needed

Patient Setup M B @ e :
|l S i e Patient, Test fom 01-Jan-2001{20y) Gender Male (/101

n [# et Hames ;ﬁm— Pamary I : 1
Cal

[Tr———

Orer [1 Trpe ) Same asPabent () Ingidual [ Company
i e I sstves | o | eI
Oomoareghics |y ] ssvee? ) s | | ea 0

I
|
insurnce P P | one (B ea [ [
Suttx | [ | counsy | v| Zocos | ]
Emergency Contact Conser (M ] ema | |
I | ]
Comman
" oos  [avenEen G e ] v | |
Case Management [ Ema Pt S "
Sliding Fea Secunty Type| ~| Socunty Data | ]
fewmun. Fegistry O
Patient Extension
Miscellaneous
Referral Tracking

5. Emergency Contact: Add up to two emergency contacts, then click Save
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Schedule an Appointment

Scheduling an Appointment

Appointments can be scheduled via an open schedule, placeholders, or from searching for an open appointment
in the iScheduler.

Video Guide

Schedule via an Open Schedule:

1. Navigate to the iScheduler
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2. Select Date and Resource for the appointment to be scheduled


https://www.youtube.com/watch?v=eSeobTuLI-k
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Brown MD, Michael
Grogan MD, James
Murse Schedule
+ Pain Dr_, Robert
Simoson MD. Homer
Group
HINS Hospital
Mercy Clinic
Micole Lewis
Custom
On-The-Fly
Daily Schedule
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3. Search for Patient (top right corner of iScheduler)
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| 9401 Pafient, Test 01/01/2001 Male
| 9367 Test, Brian 10/15/1989 Male

9386 Test, Candice L. 06/19/1933 Femala

9400 Test, Claim 01/01/2001 Male !
| 9329 Test, Jillian (Otolaryngolegy)  04/27/1970 Femala

9391 Test, Kelly 03/0&/2000 Femala

9328 Test, Patient 07191975 Female

9362 Test, Testy 01/01/2020 Femala

9375 Tester, Jenny 04/01/1942 Female

9 results Mew

4. Select Patient (Name of patient will display in upper, right-hand corner)
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Test, Kelly Born 08-Aug-2000(20y) Gender Female
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5. On the schedule, select the date and time to add appointment. Select Click to add appointment
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6. Enter details for the appointment (Appointment Type and Location are required), then select OK

=¥ Schedule Appointment x
Patient  *| Test, Kelly |
Sched. With |Pai'| Dr., Robert |
Sched. On  |0B/30/2021 | [8:00AM |1o [8:15AM |
Appt. Type * | Established Patient Visit v|
Location =|Gleenshom Office v|
Chief Complaint Default
Review test results | ~
W
Comment Default
[a]
v
Refering | Aeferming |
Prior Auth. # | |
Assign Auth.| v
gk ][ G |
|
wd Ll

Schedule via Placeholder

1. Select appropriate Resource and date for desired appointment
2. Select the Placeholder, right click, Assign




VIP Patient Visit

Greensboro Office
Established Patient Visit
Greensboro Office

MNew Patient Visit

Greensboro Office
Established Patient Visit
Greensboro Office

VIP Patient Visit

=¥ Assign

Smith, Talis (0) \‘ Smith, Talis (0)
|28 Monday |29 Tuesday
?Em
15
20
a5
Greensboro Office gam Greensboro Office

VIP Patient Visit

Greensboro Office
Esfabiished Patient Visit
Greensboro Office

New Patient Visit

Greensboro Office
VIP Patient Visit

Patient *| Test, Kelly

Sched. With |Smith, Talis

Sched. On  |DB/28/2021 |  |8:45AM |10 [9:008M |

Appt. Type tlEstainshed Pafient Visit v|
Location =|Greenshum Office v|
Chief Complaint Default
Follow-up labs

Comment Default

Referring | Referring

Prior Auth. # |

Assign Auth.|

L

Schedule via Search Open

1. Select the Search Open to display appointments based on any combination of Resource, Location, Length,

or Appointment Type within a designated time period.

BEST PRACTICE: To filter by Appointment Type, the Resource needs to be associated with that
Appointment Type in Resource setup. Select Search to display results.




=+ iScheduler

Today E Time Peliodn E Search Open _o_. Search Ret

Resource | Smith, Talis v
Location |Gleen5hom Office v|
Length | v|
ApptType |2 Hems v]

Period *O Days (® Weeks () Months () Years
Plus/Minus days [ Clear | \qgmn |

|
Open Appointments (@) Date () Resource () Lozation
Wednesday, 0710772021

8:00 AM - 8:45 AM Smith, Talis ~
45 =5 Greensboro Office (P) ]
VIP Patient Visit

9.45 AM - 1030 AM  Smith, Talis

45 =5 Greensboro Office (P)

VIP Patient Visit

Thursday, 07/08/2021
8:00 AM-8:45 AM  Smith, Talis

45 =5 Greensboro Office (P)
VIP Patient Visit

9:45 AM - 10:30 AM  Smith, Talis

45 =5 Greensboro Office (P)
VIP Patient Visit

Monday, 071212021
8:00 AM-8:45 AM  Smith, Talis

45 =5 Greensboro Office (P)
VIP Patient Visit

9:45 AM - 10:30 AM  Smith, Talis

45 =5 Greensboro Office (P)
VIP Patient Visit

2. Select the Placeholder icon to assign patient to desired placeholder

Monday, 07/19/2021

200 AM-5:45AM  Smith, Talis
45 =¥ Greensbora Office (P)
VIP Patient Visit

Smith, Talis
Greensboro Office (P)

Tuaecdaw TEH0T4

3. Enter Chief Complaint as needed, then select OK
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Pafient *

Test, Kelly |

Sched. With |5mi|h, Talis |

Sched. On  |[07/20/2021 |  [9:45AM |1o [10:30AM]

Appt. Type *| VIP Patient Visit v/
Location 1|G|‘eenshnm Office vl
Chief Complaint Default

1 year follow-up|

Comment Default

Referring | Referring |

Prior Auth. # | |

Assign Auth. | v/

Ll s



Confirm an Appointment

Confirm an Appointment

Appointments can be manually confirmed for practices not utilizing automated appointment reminders.

1. Navigate to the iScheduler with appropriate Resource/Group selected.

2. Hover over the appointment you wish to Confirm, right click then select the Confirmed status.

3. Practices utilizing automated appointment reminders can use this same workflow to view the history of
Global Call Reminders.

Scheduled -

v Confirmed

Mo-Show
Checked-In
Checked-Out

Appointment Recurrence

Search Open Appointments

bl &l &1

Search Appointments
(| Add to Recall List

Global Call Reminders

Validate Patient

o rx

Global Call Reminder

Date Method Results
11 01/05/2020 1:08PM Phone Call Message Delivered

4. Additionally users may utilize the Appointment Report to view statuses.

Check Patient In

How to Check-In Appointments

Video Guide

1. Right click over the patient appointment, select Checked-In


https://officeemr.knowledgeowl.com/help/appointment-reports-appointment-report
https://www.youtube.com/watch?v=AzA0L88AwLQ

v Scheduled

ber 4th, 2021 n
Confirmed ]
Test M.D., Shawn M. (1 No-Show
1 130 Monday | [ Checked-in 1 x

Checked-Out

Test, Danielle Cancelled
Annual Physical Exam )
Annual Exam Do Not Bill

B Reminder Sent
B Telehealth

2. The Patient Validation runs looking for missing critical information that would impact billing, Click OK

a Patient Validation -- Webpage Dialog *

Patient Validation Checks:
Danielle Test is missing the following field(s)

Patient's Signature on File

Patient's Signature on File Date

Test, Danielle Primary Insured Signature
Test, Danielle Primary Insured Signature Date

3. Missing items can be added by clicking on the patient name in the upper left hand corner, taking you to the
Patient Setup

4 Quick Pay - Bala
]

4. After making corrections and saving the information, you'll be back at the Quick Pay screen, where the
Patient Validation can be ran again, ensuring all necessary information has been entered

History | Payments | l Validate ‘ | Intake Assign
Insurance In B:j Patient Validation -- Webpage Dialog X
Coverage A
1 Y Patient Validation Checks:
Danielle Test has passed the validation
checks.

5. If your practice takes Co-pays at check-in, this may be entered from the Quick Pay window


http://officeemr.knowledgeowl.com/help/setup-patients

1@ Quick Pay - 26135 - Danielle Test Bal; $0.00
1

=5 x

1Roceipt | 2 Claim | 30Orders | 4 Presciption | 5 Letters | 6 Print Queue

Appointment Details

~
Appt.ID  Date & Time Resource Name Primary Care Physician Service Location
85526 08/30/2021 8:00AM Test MD., Shawn M None Reported Family First Physicians ‘
i History Payments ‘ I Validate ‘ I Intake Assign
Insurance Information
Coverage Active Payer Insured ID Group/Policy Number ~ Copay
1 Y BCBS Anthem 987654 $0.00
~
v
Enter New Receipt Detail
No claim is attached to this appointment, current Charge Rate is 100%
Appointment Estimated Balance: $0.00  No claim, unable to calculate
Amount  +[525.00 |
- Include Comment on Receipt Include Diagnosis on Receipt
PaidBy  *[(1) Danielle Test v]
— D Receipt Associated with Claim Include Procedures on
Type  =|Co-Pay w| Method®|Credit Card v eceipt
D# ‘ ‘ ‘ Create Receipt | ‘ Take Payment
Comment ‘
1| Receipt Transactions
Amount Paid _Post Date Paid By Type Method ID# ‘Comment User ID
~
v
‘ Reverse Receipt ‘ Print Receipt ‘ | Quick Statement ‘ Towpaid [ ] v

6. Simply enter the Payment Amount, Payment Type (Co-pay), and Payment Method in the Receipt Detail area
of the Quick Pay window.

Enter New Receipt Detail

Mo claim is attached to this appointment, current Charge Rate is 100%

claim, unable to calculate

Amount  * [s25.00

PaidBy  *|(1) Danielle Test v
Type  *|Co-Pay v | IMethod: | Credit Card |
DF ! |
Comment

7. Select Create Receipt for cash, check, and non-PaySimple credit card payments. (Read more about our
PaySimple credit card integration.)

Enter New Receipt Detail

No claim is attached to this appointment. current Charge Rate is 100%
Appeintment Estimated Balance: 50.00 Mo claim, unable to calculate
Amount  */$25.00

Include Comment on Receipt Include Diagnosis on Receipt
Paid By  *|(1) Danielle Test vl &= gl
T | | Receipt Associated with Claim Include Procedures on
Type  *|Co-Pay +/| Method® | Credit Card v Receipt
D# | Create Receipt Take Payment
Comment

8. For PaySimple credit card payments, select Take Payment


http://officeemr.knowledgeowl.com/help/overview-of-credit-card-processing

Most practices will wait to print the receipt until Check-Out in order to include future appointments, proof of

visit, and proof of payment on the same printout. However, receipts will generate in the Receipt

Transactions area and can be printed during Check-In, if necessary. Simply select the receipt and then
select the Print Receipt button located at the bottom of the screen.

Scan Patient Documents and Cards

Scan Patient Documents and Cards

Select Patient from iScheduler to populate name in upper right corner

Use dropdown next to Patient to select folder you want to Scan/Upload into

SMhe 30

Joiq | = pationt [3]/@ Help - |

'j T3st, Danielle Born 01-Jan-1975(47y) Gender Female

“E1 Primary Insurance Card
Secondary Insurance Card
@ Patient Photograph

—

Search for Patient x & v|

Select whether to Scan or Import the document

Primary Insurance Card for T3st, Dal

BE-G-la-[0

-

Arranged By: Folt o Document Scan

;‘ Import

To Scan

Custom Scan

1. Select Source (scanner name)

2. Adjust Custom Scan Options, Pixel Type, and
Resolution to fit your specific needs for the pages

being scanned

3. Select the Scan button and wait for the pages to

display

‘ Custom Scan

=]

*More information on these settings Custom Scan Resolution * | 100 (default) v

Sourca " v ‘
[:] Show Scanner Ul Use ADF
D Auto Remove Blank Page D 2-sided Scan
Pixel Type O paw ® Gray ) Color
Scan



https://officeemr.knowledgeowl.com/help/chrome-scanning-quick-use-guide#Custom_Scan

Save Documents

1. Enter a File Name

2. Set a Received Date & Enter a Comment (if
applicable)

3. Verify correct Menu, Folder, and Patient

4. Review -select a user or group to review the file
and comment (if applicable)

5. Select Upload.

*More information on these settings Save
Documents

Toolbar

Save Documents

Filename

* N
Received [ I
e | v
Comment -
Menu * | Patient ~ ‘
Folder  *|Insurance.Cards. Primary Insurance v ‘
Patient | T3st, Danielle '“\ ‘
Review
Assign to User/Group for Review
Search for Users and Groups '“4\
Raview -
Comment

= Normal -
Clear Settings After Upload Upload

X|®| @ |7 [D])t1]2]0]100%

Deletes a single page selected

‘ Clears all pages on the screen

Q

t

» |

: Filter useful in eDocuments

.

Moves through pages to display in the viewing pane



https://officeemr.knowledgeowl.com/help/chrome-scanning-quick-use-guide#Save_Documents

'?| Allows rotation of the document previewer

P N Changes viewing pane between actual size and fit-to-screen ratios

u LY
] 3

Zoom in or out on the selected page

& 2 | 100%

To Import

Click Select File(s) then go to folder and select document to be imported

&0 File Import

Select File(s) | Click to open file dialog

» ThisPC » Desktop » Demo O Search Demo

folder = -

Demo Insurance Demo Photo
Card.jpg ID.jpg

File name: v| Al Files ()

o= ]

Take Photo

Taking a Photo for a Patient Headshot

A practice may decide to include a photo of the patient, as part of the patient's medical record. Practices with
either an external camera, or a webcam may choose to take a photo directly through the software. The patient
headshot will display in both the Patient Setup window, as well as the Patient's chart in the EMR.

1. Navigate to iScheduler
2. Open the patient's chart
3. Navigate to the Patient dropdown menu in the toolbar



&+ iScheduler
|| Todey| =] mime periog | [ search open | L\ Recal | [ inake [ patient | | " Hep ~ |

© © June 23" . 20t 2024 Display the list of actions

[— — — .

4. Select Take Photo

Patient * | & Heip ~ |

Primary Insurance Card

Secondary Insurance Card

Patient Photograph
Take Photo

sday | 26 Wednesday

Open the headshot capture window to capture a patient photograph L

|
[ 5 = = EE

Quick Scan

Send Communication ” I

5. Your browser will request permission to access your connected camera. Choose Allow

www.officemd.net wants to

jour cameras

6. Place the subject in the frame and choose Capture to record the image

Take Photo: 9329-T3st, Alexandra - Google Chrome

%5 officemd.net/offic

Headshot

7. The system will automatically label the image as "Headshot." Users may choose to modify the name of the
file. Click Save



Headshot | Jpg

(oo o)

8. The patient headshot can be viewed in the Patient Setup and the EMR

Patient Setup L B see ) o
| T3st, Alexandra Born 01/01/2001(23y) Gender Female L ic!

New Save  Train  More

Chart 9329
Home mEw PCP Employer
Work SSN Ethnicity
Other Marital Race

Language

Alexandra T3st
Home = a8
Work
Other

Next 3 Visits

= Fmsumls w — o E—— B ol ow mem n = B —
LT T Ty I T [T L il e
SUmmYy Past 3 Visits
. [ ] i i B - il cmm B omemm |
Demeographics " " Tt g o - ——1
Insurance Balance: 0.00
Current 31-60 61-90 91-120 121-150 151-180 181-365 365+ Days
Responsible Party 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Emergency Contact
Comments

Case Management
Dialysis
Sliding Fee
Immun. Registry
Patient Extension
Miscellaneous

Referral Tracking




e 30
: ﬂ 9329-T3st, Alexandra 01-Jan-2001 (23y) 9

Patient Photograph £ %

tablizhed
mo
= New Offic. . : Patient AMP - 33
:s5a0e received... % Allergies ~ =
I New Offic... : Penicillins
ided note to initial message.... ' Medications ~
w Office Co. .. 62 Mo current medicatior
P R gy i g‘:] Problems ~
No active problems
[=|Results ~
@ vitals ~
06-0... -
Blood 120... -/- ¥
I :
Chart Tabs - 3
Today Summary -
Problem List

Check Patient Out

How to Check-Out Appointments Video Guide
1. Right click over the appointment, select Checked-Out

e | o e e v | e
ember 41, 2021 Seheduled
’ Confirmed

\_ Test M.D., Shawn No-Show
I JET Morl & Checked-In

Checked-Out

~

Cancelled
Do Not Bill

Reminder Sent
Telehealth

test

Bump
Patient Ready

Insurance test

E Appointment Recurrence

Test, Danielle E Search Open Appointments

I ﬁ:ﬂ:} E:g;ca\ E m Search Appointments

I Addto Recall List

| 4 Global Call Reminders

2. The Quick Pay screen will load, where the Patient Validation verification can be ran again, ensuring all


https://www.youtube.com/watch?v=a7tEpjh4p5A

necessary information has been entered

History

| Payments ‘ l Validate

| ‘ Intake Assign

Insurance In

Coverage A
1 i

_a Patient Validation -- Webpage Dialog

checks.

Patient Validation Checks:
Danielle Test has passed the validation

*

3. If your practice does not take copays at check-in, the patient payment can be taken at this time from the

Quick Pay window.

B Quick Pay =
(Cratient [-)(2 ) (&)  Potient Balance:§01400 i [ 93980-Test, Michell 01-Jan-1990 (35y) G
Receipt  Patient Claim Order Rx Letter Print

Appointment Details

145308 02/26/2025 1245PM Goldsmith, Clarence

None Reported

£ Transaction History || & Payments [  Validate || & Refresh Charges
Insurance Information
Coverage Payer Insured ID Group/Policy Number Copay.
1 Actna Test 00123154584 0357159789640123 $0.00
New Receipt Detail
No claim i attached to this appeintment, current Charge Rate is 100%
amount- 2500 | Service Location ™
PaidBy* | (1) MichellTest v
Payment Plan
Type * Co-Pay V| Method® | Credit Card v Search Payment Plan
[ TEEDEED
Payment Batch
4
© Creste Receipt ” © Take Payment H ©Text to Pay
Receipt Transactions
Amount Paid Post Date Paid By Type Method D# Comment User ID

Ok

Print Receipt H [ Quick Statement H Bl E-Receipt H & Refresh l

Receipt Total: $0.00

4. Simply enter the Payment Amount, Payment Type (Co-pay), and Payment Method in the Receipt Detail

area of the Quick Pay window.

MNew Receipt Detail

Mo cloim is attached to this appointment, current Charge Rate is 100%

Amount *

Paid By * (1) Michell Test
Type * Co-Pay

D #

Comment

(J Associated with Claim
Include Diagnosis

© Take Payment || @ Text to Pay

[ © Create Recsipt

bt

Method =

Include Comment
Include Procedure

Credit Card

25.00

5. The yellow yield icon within the tabs indicate an item is ready to be printed or processed. For example, a

pushpin above Orders could indicate that a follow up appointment requires scheduling.




B Quick Pay

(et [)(2)(®)

Patient

Patient Balance: $314.00

Receipt

Rx Letter Print

| A-E-&O=|0

D@l¢ sl 389 - 8¢ 0]

d

Armranged By: Priority

=l Norm

g Test, Michell Male Next Appt: 03/03/2025 12:00PM Age: 35y

Follow-up office visit in 6 months
Test, Michell
Male, Next Appt: 03/03/2025 12:00PM

Choice - Main Office
02/28/2025

Scheduling  Follow-up office visit in 6 months Normal.

Appointment: Follow-up Visits at 02/28/2025 00:00am. @

Processor: Front Office (Open)
Rendering:  McKenna, Daniel Referring: ICD:
Responsible: Test, Michell Insurance: Auth:

Scheduling Order Details:

6. Selecting this tab displays Open Orders. Select the order below the patient's name. This will display the
order details in the right side of the window. After reviewing the order details, you can schedule the
appointment by selecting the double boxes in the upper right hand corner of the QuickPay window. This will
minimize the QuickPay window to take you to the iScheduler to schedule the follow-up visit.

B M il
- X

41 01-Jan-1990 (35y) &

7. Once the appointment is scheduled, select the calendar box in the upper, left-hand corner to re-open the
QuickPay window

& ~ iScheduler

i E Today| E Time Perio

Novemb
o B
L3

q4am

I

8. Single click on the Processing status to Close the Order

BEICIACINEIDR R IEICIEL
Follow-up office visit in 6 months
Test, Michell Choice - Main Office

Male, Next Appt: 03/03/2025 12:00PM 02/28/2025

HNormal.

Appointment: Follow-up Visits at 02/28/2025 00:00am. @

Processor: Front Office (Open)
Rendering: McKenna, Daniel Referring: ICD:
Responsible: Test, Michell Insurance: Auth:

Scheduling Order Details:

9. Once any follow-up appointments are made and orders are closed, navigate to the Print Queue tab to view



all items waiting to be printed. If no additional items need to be printed, navigate back to the Receipt Tab and
use the Print Receipt button to print the receipt with the future appointment info.

(& Active Report Viewer - Internet Explorer
T EIE I EIEI R EITKI » ) |Page1of1 | Choice CustomerReceipt

Customer Receipt
Friendly Family Physicians PC LL1
1 Virginia Avenue
Suite 500
Indianapolis, IN 46204-1928
(317) 687-8111

NPI: 1234567890, TIN:
Federal ID#: 36-4492602

Patient Appointment
1D #: 85526
Chart # 26135 .
r Appointment Date: August 30, 2021 8:00:00 am
Daniele Test DOB: 01/01/1385 Check In: 08/31/2021 10-52AM (EDT)
Knoxville, TN 37922 Check Out: 08/31/2021 12:44PM (EDT)
noxvile, Rendering Provider: Test M.D., Shawn M.
Date Payer Payment Method Comment Amount
08/31/2021 1:25PM (EDT)  Danielle Test Co-Pay Credit Card $25.00
Total: $25.00
Future Appointments
Date Time Rendering Provider Referring Provider Prior Authorization
02/28/2022  8.00:00am  TestM.D., Shawn M.
Over 150 Days 121-150Days 91-120Days 61-90Days 31 -60 Days Current Total Balance
. $0.00 $0.00 $0.00 50.00 50.00 $0.00
Receipt Batch ID: 17291 Balances may not include insurance pending or current day's charges.
Special Message with many characters
iSlus Heslthcare Page 10f1

Frinted on 08/31/2021 1:37PM (EDT)

Using the Blackout Overlay Appointment Status ID

If a Blackout Overlay has been applied to a schedule, and the Blackout Appointment Status ID - To/Blackout
Appointment Status ID - From settings have been configured, any existing appointments will be updated and
placeholders will be removed as defined by both of the Blackout Appointment Status ID settings.


http://officeemr.knowledgeowl.com/help/blackout-overlays
http://officeemr.knowledgeowl.com/help/blackout-appointment-status-id
https://officeemr.knowledgeowl.com/help/blackout-appointment-status-id-from
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Test, Alexandra

Test, Adam (1234

Existing appointments will be updated to the Appointment Status configured in the Blackout Appointment

Status ID - To.
4 ~ Setup: Company Settings Choice = ¢ A& i3 O
RO =]
Setting | Blackout Appointment Status ID - To g
vae o]
Rule | Integer value between 0 and 99
Tool Tip If within the iScheduler sefup a blackout range is added fo the schedule, afier a schedule has been created, any
placeholders will be removed and any appeintments (defined by the Blackout Appeintment Status D - From)
within the blackout range will be set to this status.
As defined by the Blackout Appointment Status ID - From.
= » Setup: Company Settings Choice = ¢ e i3 0
H[O[=]
Setting | Blackout Appointment Status ID(s) - From \
value (12
Rule

Tool Tip

| Test between 0 and 1000 characters

Comma delimeted list of appointment status values which will be converted to a new staltus (defined by the
Blackout Appointment Status ID - To) when a blackout is applied te the appointment range.



http://officeemr.knowledgeowl.com/help/appointment-statuses

Front Office users or Administrators may be trained to review these appointments in the event that they need to
be rescheduled.

Steps:

1. Right click over the schedule in the iScheduler
|

Schedule Patient
- Search Open Appointments
-/ Search Appointments
Recall List

[ Print Day's Face Sheets
[ Print Day's Superbills

— = Print Schedule
o - Display All Appointments —
5p

.| ) Refresh All(Ciriaz)
<

2. Select Search Appointments

om Test, Alexandra ‘

30 Test, Adam (1234]

Schedule Patient
- Search Open Appointments
| Search Appointments %

Recall List

Print Nav's Fare Sheate

3. Using the fields provided, set the search criteria to the corresponding data for the Blackout Overlay

& Search Appointments x
Charl#‘ ‘ First Name| | Last Name ‘ ‘ Begin Dme‘%*’ﬂ’?m“ 21 Primary ID v
Status | Do Not Bill w| Resource |Chuck Dietzen, MD v| Endpate (051172021 B vaie |:|
Type | Location w| Birth Date = | Searuc: Clear

® - search Results J Rows.
# Sel Start End Type Chart Last First Resource
Search to Populate
~
v
4 | >
Letters v| & [ ReminderPro | Close

PRO TIP: Practices may choose to use the Search Appointments to populate a list of patient
appointments that need to be rescheduled, due a Blackout being applied to the schedule. Therefore,
the criteria should be set to limit the number of results to only those that apply to the Blackout Overlay



occurrence.

Status = the appointment status used in the Blackout Appointment Status ID - To

Resource = the resource in which the Blackout Overlay was applied to

Begin Date = the date the Blackout Overlay was applied to

End Date = typically the same date as the begin date

4. Click Search

b 4

te[oo172021 B prmayio| v
ooz B vawe [ ]
| RIFY e ][ fearn

N

Rows

Last First Resource

5. Alist of results will populate in descending order

E Search Appointments

X

Status | Do Not Bill ~| Resource |Chu|:k Dietzen, MD

we [ vl Lot |

chart# | Firstname | | asthame [ | segnoae[0m2021 B prmaym[ v
Al
~| endoae [05172021 B vaie

L ]

/| Birtn Date | B [0 || search |[ clear |
& . Search Results Row 0 of 3
# Sel Start End Type Chart Last First Resource
[] 0517/2021 3:00PM _ 0517/20213:15PM  Follow-up Ortho Visit 9464 Test Blake Dietzen MD, Chuck |
2 [] 05172021 2:30PM 5/17/2021 2:45PM  Follow-up Ortho Visit 9757 Test Adam Dietzen MD, Ghuck 1”
3 [] 0517/20212:00PM  05/17/20212:15PM  Follow-up Ortho Visit 25015 Test Alexandra  Dietzen MD, Chuck |
6. To open the appointment, double click on the search result
Choice = SHae 30
arch open | . searcn Recail | intake Scheauie| [ patient +| # Hepp | Test, Blake A. 5o 20-Mar-1989(32y) Gender Male
2021 Search for Patient ) v|
‘\ Dietzen MD, Chuck Dietzen MD, Chuck Dietzen MD, Chuck \ rDieﬂ:n MD, Chuck Dietzen MD, Chuck
- - - —
18 Tuesda 19 Wednesday 20 Thursday 1| |[21 Friday /|22 Saturday ||
A

7. Right click over the selected appointment and select Move
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Patient Ready
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7 Appointment Recurrence

W |

Search Open Appointments

Search Appointments
Add to Recall List

| w

Global Call Reminders
+ Validate Patient
Copy to Clipboard

o |

Send Communication

| @

Patient Setup

4) Patient History

w

Patient Appointments

Open Patient in EMR

w

Open Patient in Billing
| Quick Pay

o |

Authorization

Eligibility

| @

Telehealth Session

Nurse's Note

W |

Print Superbill

Print Face Sheet

| @

Print Treatment Plan

Edit

W |

Delete
- Move
[ copy s

Attendees

| @

NV

]

94 49-AI0RE FENTY with nn nnciinnacofil lnmnn atfamnfe

8. Move the appointment to a new appropriate place

Dietzen MD, Chuck b, Diel
1 (18 Tuesday IEEN

3

3

9. Right click over the appointment and change the Status to Scheduled (or any appropriate status for
scheduling)

Scheduled I}

) Confirmed —
Dietzen MD, Ci

18 T

No-Show
Checked-In
Checked-Out

o e

Cancelled

=

v Do Not Bill

Reminder Sent

[ Jest Blake A 1o

test

U1|_‘G

=

Bump
Patient Ready

| &

10. Right click over the schedule to re-open the Search Appointments report



[ Search Appointments

x
Crat#| | FistName| | wasthame| | eegnoae[0s72021 § pimaym v
e | | Location | ~| Birtn Date | B [250 || seacn |[ clear |
R - Search Results Row 10f3
#  sel Start End Type Chart Last First Resource
1 [ ] 05M7/20213:00PM  05/17/2021 315PM  Follow-up Ortno Visit 9464 Test Blake Dietzen MD, Chuck |
2 []  0517/20212:30PM  05/17/20212:45PM  Follow-up Ortho Visit 9757 Test Adam Dietzen MD, Chuck i
3 []  0517/2021200PM  05/17/20212115PM  Follow-up Ortho Visit 25015 Test Alexandra  Dietzen MD, Chuck |
11. Re-run the report by selecting Search
54 Search Appointments x
Al
crats| | Fisthame| | asthame[ | segnDae 0172021 ] prmayn v
Status | Do Not Bill w| Resource |Chuck Dietzen, MD w| Endpate (051772021 BIF svatuent
e | w| Location | w| Birtn Date | B [250 || searcn || ciear |
Frm
b Search Results Row 0 of 2
#  sel Start End Type Chart Last First Resource

12. Repeat steps until all appointments haven been rescheduled and statuses have been updated

Checking Insurance Eligibility

Patient Eligibility can be accessed from multiple screens within the system. This document will reference the

specific workflow for checking insurance eligibility from iScheduler but in addition the same workflow applies
when accessed from:

e Patient Setup: Select Eligibility from the More button

e Patient Insurance Setup Window: Use the Eligibility button

e Billing Query: Select Eligibility from the Patient card toolbar icon
e Quick Claim Window: Select the Eligibility toolbar icon

Workflow

1. Within the iScheduler, from either the right-click Appointment menu or from the Patient Index Card menu,
select Eligibility.
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Stames, David Gom 08-Aug-1978(42y) Gender Male

© © June 13th - qgthi ¥/ Scredues
Contimed
Adams ARNP, Blaire (2) No-Show [Adams ARNP, Blaire (1)

14 . A Toestay ] s Vieonesday o

(Adams ARNP, Biaire (1)

Thursday.

(Adams ARNP, Biaire (1)

[Search or Patient Q]

Friday ]

Checked-Out
Cancelled

Do Not Bill
—_ Reminder Sent
Teleheaith

test

12°m Bump.
Patient Ready

[ Appomment Recurtence
2 Searcn mments

Search Appoiniments
1 AddtoRecanist
& GiobalCallReminders
© vatate Patent

2pm Copy to Clipboard

= I3 Patent Appoiniments
3 & Open Patientin EMR
) 13 Open Patientin Biling
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stames, David
Headaches
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10 Last Logon 06/10/2021 7:45AM (EDT) with no unsuccessiai iogon attempis. ‘Session: 20000

Distrbuted By Salus Healthcare |

2. Select the insurance coverage to be checked. If the eligibility has been checked in the past, you will be able
to view the previously obtained information. If eligibility has never been run for this patient, you will be
prompted to run a check. In this case, Click Yes to run the eligibility check.

@ Patient Eligibility - Internet Explorer

o ||| @ |

- O X

Stames, David Born 08-Aug-1978 (42y) Gender Male

No Insurance Eligibility is available for that coverage,
would you like to run an Eligibility request for this
coverage?

# Carrier Member ID Policy/Group Start End Last Run Subscriber Relation. Active
1 United Health Care 961417033 915784 06/ 1/2020
2 Self-Pay 03/01/2020 Starnes, David Self Yes ™
v
I:‘ COnly Display Active Insurances
b4

3. Verify that all the coverage information is correct and press OK.



& Patient Eligibility - Internet Explorer — O

*

e |5 || @ | Stames, David Bomn 08-Aug-1978 (42y) Gender Male

# Carrier Member | ; - . x. Relation.

1 United Health Care

2 Self-Pay United Health Care (36320) Coverage #1

Active

Sovee 08142021 577

Subscriber Dependent

Member ID (961417033 |
First Name |David || |

Last Name |Stames | |

Birth Date  |08/08/1978 5 [ |l

ssvo | I |

Diisplay More Eligibility Options ok || cancel

Provider  [Adams ARNP, Blaire v|
Coverage  |Individual v

| | I:‘ COnly Display Active Insurances
Benefit |Heallh Benefit Plan Coverage (30) v|

4. The coverage information will be returned after the response is received from the payer. Review the
returned eligibility information either by Active Coverages or Services.

& Patient Eligibility - Internet Explorer - O *
e |5 || @ | Stames, David Bomn 08-Aug-1978 (42y) Gender Male
# Carrier Member ID Policy/Group Start End Last Run Subscriber Relation. Active
1 United Health Care 961417033 915784 06/ 1/2020
2 Self-Pay 03/01/2020 Starnes, David Self Yes ™
v
. COnly Display Active Insurances
Plan Begin: 01/01/2021 - 12/31/2021 [
O Active Coverages @ Services Service Type Benefit Status Amount/Plan Message Plan  Auth. Coverage Date(s)
Chiropractic Co-Payment Visit $0.00 Individual
==Not Specified=> Chiropracti Limitatis R ining 3 Visits REHABILITATIVE v Individual ~
Chiropractic Chiropracti Limitatis R ini ADDITIOMAL Individual
Emergency Services Chiropractic Limitaticns Calendar Year ADDITIONAL Individual
Health Benefit Plan C g Chiropracti Limitatis $0.00 Ve Individual
Hespital - Inpatient Chiropractic Limitations $0.00 ADDITIONAL Ve Individual
Hespital - Qutpatient E Co-l Visit 20% Individual
Pharmacy E D il R ini Family
Physical Therapy E D il Calendar Year Family
Professional (Physician) E D il Calendar Year Individual
E o il R ini Individual
Health Benefit Plan Deductible Calendar Year Family
Health Benefit Plan Deductible Remaining Family
Health Benefit Plan Deductible Calendar Year Ve Family
Health Benefit Plan Deductible “Year to Date $0.00 Family
Health Benefit Plan Deductible Remaining Ve Family
Health Benefit Plan Deductible “Year to Date Ve Family
Health Benefit Plan Deductible Year to Date v Individual
Health Benefit Plan Deductible Calendar Year Individual v
Health Benefit Plan Deductible Remaining Individual

Dependent Benefits (@ Subscriber Benefits

Additional information can be gained using the Eligibility toolbar




fies
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@ |

Allows you to add/update insurance coverage to be
checked.

Opens the PDF report created upon checking eligibility.
This report contains detailed information about the
patient's coverage.

Gives access to the patient's eligibility history by date.



