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This guide is meant to assist you to select the correct Functional Limitation Reporting code pairs and 
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Start of Care 

 Eval/POC and two G-codes + modifiers 

o Current Status code 

o Goal Status code 

Progress Report at least every 10th visit 

 Two G-codes + modifiers 

o Current Status code 

o Goal Status code 

At Discharge 

 Two G-codes + modifiers 

o Goal Status code 

o D/C Status code 
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There are no discipline restrictions for Functional Reporting. In this chart the G-code sets under the blue 

headings will most commonly be used by PTs and OTs, and the G-code sets under the orange headings 

will be most commonly used by SLPs. OTs may make G-code selections under the orange headings 

when treating conditions related to swallowing, memory, attention, etc.  

 

 

 

 

 

 

 

G-code Functional Limitation & Status G-code Functional Limitation & Status 

Mobility & Walking & Moving Around Swallowing 

G8978 Current Status G8996 Current Status 

G8979 Goal Status G8997 Goal Status 

G8980 Discharge Status G8998 Discharge Status 

Changing & Maintaining Body Position Motor Speech 

G8981 Current Status G8999 Current Status 

G8982 Goal Status G9186 Goal Status 

G8983 Discharge Status G9158 Discharge Status 

Carrying, Moving & Handling Objects Language Composition 

G8984 Current Status G9159 Current Status 

G8985 Goal Status G9160 Goal Status 

G8986 Discharge Status G9161 Discharge Status 

Self-Care Spoken Language Expressive 

G8987 Current Status G9162 Current Status 

G8988 Goal Status G9163 Goal Status 

G8989 Discharge Status G9164 Discharge Status 

Other PT/OT Primary Attention 

G8990 Current Status G9165 Current Status 

G8991 Goal Status G9166 Goal Status 

G8992 Discharge Status G9167 Discharge Status 

Other PT/OT Subsequent Memory 

G8993 Current Status G9168 Current Status 

G8994 Goal Status G9169 Goal Status 

G8995 Discharge Status G9170 Discharge Status 

  Voice 

  G9171 Current Status 

  G9172 Goal Status 

  G9173 Discharge Status 

  Other Speech Language Pathology 

  G9174 Current Status 

  G9175 Goal Status 

  G9176 Discharge Status 

Modifiers & Descriptions   

CH 0% Impaired   

CI < 20% Impaired   

CJ 20% < 40% Impaired   

CK 40% < 60% Impaired   

CL 60% < 80% Impaired   

CM 80% < 100% Impaired   

CN 100% Impaired   
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Introduction

This training guide explains how to perform complete patient registration. It covers:

 Entering basic patient information, such as the patients name and address, responsible
party name and address, and emergency contact information.

 Adding a case to a patient and entering information about the case and injury.

 Entering a diagnosis for the case.

 Entering insurance information for the primary, secondary, and tertiary insurance for the
case.

After completing the training in this document, you should be familiar with how to set up all
information for a new patient. You can also use this information as a guide for editing
information about existing patients.

Requirements

Before you begin the training in this document, you should be familiar with the concepts covered
in the RevFlow: Getting Acquainted Training Guide.
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1 Displaying the Patient Information Page

Before you can register a patient, you must display the patient information page. There are
three different ways to do this:

 Using the Add Patients command.

 Searching for the patient (if the patient was
previously added with Quick Add).

 Locating a patient’s appointment on the schedule.

Each of these is described in this chapter. The method
you use will depend on the processes you use in your
clinic.

Using the Add Patients Command

If you are entering information for a patient who hasn’t already been added using Quick Add,
follow these steps.

Tip. Quick Add is done as part of the scheduling process. It allows you to quickly enter basic
information such as the patient’s name, phone number, gender, and date of birth when
scheduling the patient for the first time. You can then complete the registration process at a later
time, as described in this training guide.

1. Click on Patient Information in the menu bar.

2. Select Add Patients.

A blank patient information page, which is shown on the next page,
displays. Go to chapter 2, Entering Basic Patient Information to continue with the registration.

Tip

This chapter mentions using Quick
Add, which is a way to add minimal
patient information quickly when you
schedule a patient’s first visit. For
information about Quick Add, see the
RevFlow Front Desk Scheduling
Training Guide.
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Blank Patient Information page
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Searching for a Patient Previously Added with Quick Add

If you are entering additional information for a patient for whom basic information was already
added using Quick Add, follow these steps to search for the patient.

1. Using the search box in the left navigation bar, begin
entering the first few letters of the patient’s first or last name.
As matches are found, they are displayed below the search
box.

2. When you see the patient’s full name, select it. The patient’s
information displays. If Quick Add was used to enter basic information, you’ll see the words
“Patient Incomplete” directly below the patient’s name in the patient header.

3. Click Edit at the bottom of the page.

A patient information page with partial information displays. Go to chapter 2, Entering Basic
Patient Information to continue with the registration.
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Click Edit to edit
the information
on this page

If the patient was set
up with Quick Add,
you’ll see “Patient

Incomplete” here
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Locating a Patient on the Schedule

To enter patient information after locating him or her on the schedule, follow these steps. Note
that if a patient is on the schedule, either complete information already exists, or the patient was
set up using Quick Add.

1. Locate the patient’s
appointment on the
schedule.

2. When you see the
patient’s appointment,
click once on it. This
causes the patient name
to appear in the patient
header. If Quick Add
was used to enter basic
information, you’ll see the
words “Case Incomplete”
directly below the
patient’s name in the
patient header. This lets
you know that you need
to finish entering the
patient’s case
information.

3. Click on the patient’s name in the patient header. The patient’s information displays.

4. Click Edit at the bottom of the patient information page.

A patient information page with partial information displays. Go to chapter 2, Entering Basic
Patient Information to continue with the registration.

Summary

Using one of the three methods described in this chapter, you have displayed the patient
information page. You are now ready to begin entering patient information, information about
the person with financial responsibility for the patient, and the patient’s emergency contact
information. This is described in the next chapter.

“Case Incomplete”
lets you know you
need to finish
entering the patient’s

case information
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2 Entering Basic Patient Information

With the patient information page displayed as described in chapter 1, you are ready to enter
information about the patient, the patient’s responsible party, and emergency contact information.

Entering Patient Information

You enter basic patient information in the top portion of the patient information page.

1. If the patient registration page isn’t displayed, follow the steps in chapter 1.

2. Some fields have an asterisk (*), exclamation point (!), or question mark (?) next to them:

 Fields with an asterisk (*) must have an entry. If you are using the RevFlow scheduler
and have scheduled a patient through the Quick Add function, these fields are pre-
populated when you open the Registration page.

 Fields with an exclamation point (!) are required for billing.

 When you see a question mark in a circle, rollover help is available to provide
helpful information about the field. Just roll your mouse pointer over the icon, and
short, helpful information displays.

3. Enter the patient’s name, address, telephone number, and other information such as the
date of birth, marital status, gender, social security number (SSN), and driver’s license
number in the top portion of the page. If you do not have a patient’s SSN, RevFlow will
accept all 9’s.
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4. Be sure the Is Active check box is checked.

5. If desired, enter a comment in the Patient Comment box. When information in this field is
entered, the patient name and account number turn yellow. This information displays when
you roll over the patient’s name in the patient header.

6. Click Save at the bottom of the page. This closes the patient information page for editing.

Entering Responsible Party Information

You enter information about the person who has financial
responsibility for the patient’s account in the bottom
portion of the patient information page. The responsible
party is the person financially responsible for the patient’s
financial obligations. This is not necessarily the
subscriber on the insurance. For example, if the patient is
under the age of 18 and the mother brings the patient in for treatment but the father is the
insurance subscriber (the family member with the insurance), the mother signs the financial
responsibility forms and her information is entered for financial information.

1. If necessary, display the patient information page following the steps in chapter 1. If it’s not
ready for editing, click Edit at the bottom of the page.

2. On the patient information page, select the Responsible Party tab.

3. If the patient is going to be the responsible party for billing the appointment, be sure the
Same as Patient check box is checked. This populates the Responsible Party tab with the
patient information.

If the billing information is different than the patient information (for example, if you are
entering information for a child and the child’s parents will be billed), do not check the Same
as Patient check box.

Tip

If the patient is responsible for his or
her own account, you just need to

check the Same as Patient box.
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4. If you do not check the Same as Patient check box, enter the responsible party’s name,
address, phone number, email, date of birth, marital status, gender, social security number,
and driver’s license number. Information isn’t required in all of these fields. But at a minimum
you should have the name, address, and phone number of the responsible party.

5. Check the Patient Statement check box to cause the patient or responsible party to receive
monthly statements for accounts with a balance and that are aged more than 30 days. If this
box is not checked, the patient will not receive statements, even if they have a balance.

6. Check the 90 Days Letter check box to cause a “90 days old” letter to be generated and
sent to patients who have a balance aged 90 days.

7. Apply Dunning Code, and Dunning Code are for internal BMS use only. Do not enter
anything in these fields.

8. Click Save at the bottom of the page.

Entering Emergency Contact Information

You enter information about the patient’s emergency contact person in the bottom portion of the
patient information page.

1. If necessary, display the patient information page following the steps in chapter 1. If it’s not
ready for editing, click Edit at the bottom of the page.

2. On the patient information page,
select the Emergency Contact tab.

3. Enter the name and phone
numbers for the patient’s
emergency contact person.

4. Click Save at the bottom of the
page.

Summary

You have now entered the patient’s basic information, information about the person who has
financial responsibility for the patient’s account, and the patient’s emergency contact
information. Notice that under the patient name and account number, the status says Status:
Active – Case Incomplete.

Next you need to add a case to the patient. This is where all the information related to one injury
or condition is collected. This is basic information about the patient’s injury or condition, the
diagnoses, and insurance information. Chapter 3 describes adding a case and entering basic
information about the case.
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3 Adding a Case to a Patient

This chapter explains how to add a case to a patient’s record. You can enter this information
prior to the patient’s first visit, if they give you all the necessary information or it can be done at
the time of the patient’s Initial visit before they go in to see the therapist. You may also need to
add a case to an existing patient if they experience a new injury or condition that requires
treatment above and beyond his or her first visit or set of visits. This chapter describes:

 Adding a new case.

 Adding information to or editing an existing case.

 Entering basic information about the case.

Setting up a New Case

A new case is set up for a patient if an appointment is scheduled using Quick Add or if the Add
Patients command is used. However, in either instance, the case is incomplete. To access the
case information click on the patient name in the header.  The Patient Information page
displays.

1. Blue lines run through the middle of the page. Click the Cases tab located on the top line.

2. The case displays along with the Case Id number. Double-click on the case.

3. The Case Information tab displays, as shown on the next page. Click Edit at the bottom of
the page.
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Entering information on the Case Information tab is described in this chapter. The case also
has other tabs, which are described in subsequent chapters of this training guide:

 The Diagnosis tab is described in chapter 4.

 The tabs for insurance (Primary Insurance, Secondary Insurance, and Tertiary
Insurance) are described in chapter 5.

Entering Basic Information about the Case

You enter basic information about the case on the Case Information tab. The table below
provides guidance on how to complete these fields. After you enter information on the Case
Information tab, click the Save button at the bottom of the page. This closes the case for
editing. If you wish to continue entering Case information, do not click Save but continue on to
another tab.

Remember that fields with an exclamation point must be completed before charges can be
finalized and billing can occur. This is shown in the column Required for billing in the table
below.

Case Information
tab field

Required for
billing

Description

Case Name Identifies the injury or condition being treated. Entering this
information is recommended to differentiate between
active cases.

Injury Type Yes Select Auto Accident Related, Employment Related,
None (if the injury is not related to an event and/or the
payer doesn’t require a date of injury), or Other (if the
payer requires a date of injury).

Injury Date This is required if the Injury Type selected is Auto
Accident Related, Employment Related or Other.    If
Other is selected and the date of injury is unknown, enter
the date of the Initial visit.  If the Injury Type None is
selected, an Injury Date is not required.

Case Effective Date Yes This must be equal or prior to the first date of service.

Assignment Date Yes The date the patient signs financial responsibility forms.
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Case Information
tab field

Required for
billing

Description

Start of Care Date The first date of the patient’s treatment (the initial
evaluation date). This is required for billing institutional
claims.

Discharge Date Manually enter a date here to indicate when the patient
has been discharged or if the treating provider finalizes a
discharge note, this field is automatically populated with
the discharge date. The case will then no longer be
available for scheduling or creating a new note. For more
information, see Inactivating vs. Discharging a Case
QuickTopic in the BMS Resource Center.

Use Special Billing If this is checked, no minute rules will apply for the patient.
This means the therapist can use any procedure codes
and there won’t be a validation of the units billed to the
number of minutes treated.

Referring Physician Yes Some HMO’s will only pay with the patient’s primary care
physician (PCP), which is not necessarily the referring
physician. This is usually on the patient’s insurance card.
You should confirm this when you verify benefits.

See Selecting the Referring Physician, Billing Provider,
and Place of Service following this table for information on
how to complete this field.

Discipline The discipline of the billing provider.

Place of Service Yes This is the location (clinic) where the patient is treated.

See Selecting the Referring Physician, Billing Provider,
and Place of Service following this table for information on
how to complete this field.

Billing Provider Yes The billing provider is the treating therapist under whose
name insurance will be billed.

See Selecting the Referring Physician, Billing Provider,
and Place of Service following this table for information on
how to complete this field.

Alt Referral Source A referral source other than the referring physician, such
as a referral from another person or publication.

Is Active Be sure this check box is checked. Uncheck it only if the
case was created in error. This sets the field to “No.” If the
case is finished, enter a Discharge Date. Do Not
Inactivate the Case. For more information, see
Inactivating vs. Discharging a Case QuickTopic in the BMS
Resource Center.
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Selecting the Referring Physician, Billing Provider, and Place of Service

The Referring Physician, Billing Provider, and Place of
Service must be already set up in RevFlow. Begin typing in
the field, and RevFlow displays matches. When you see a
match, select it. Note that if you used Quick Add to add a
patient when scheduling an appointment, the Billing
Provider and Place of Service contain information from the
appointment and you don’t need to type anything in these
fields.

You can also click on the magnifying glass to search for a
match in these fields. For example, for Referring Physician,
enter the referring physician’s first and/or last name and click
Search. In the Referring Physician Search box you can also
click Add to add a new referring physician who is not already
in the system.

If you know the code for any of these items, you can enter it
instead. RevFlow locates the physician, provider, or place of
service that corresponds to the code to the right of the entry
box.

Summary

You have now entered basic information about the case. In the next chapter you will enter the
diagnosis.

Tip

Reports are available that list all
referring physicians, providers, and
places of service. To see these reports,
click on Reports in the menu bar,
select Constants Reports, and then

select a report.
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4 Entering a Diagnosis

This chapter explains how to add a diagnosis code to a case. Each case can have one or more
diagnoses. If you know the diagnosis, you can enter it. If you don’t enter a diagnosis code, the
provider can enter it as part of the initial visit. Note that if you enter a diagnosis code, the
provider can change it after evaluating the patient. Note that once a provider creates a note, you
cannot add or change a diagnosis.

Entering a Diagnosis

After completing chapter 3, the Case Information tab should still be displayed, but it isn’t open
for editing. If the Case Information tab isn’t displayed, follow the steps in chapter 3 to open it.

1. With the Case Information tab displayed, click Edit at the bottom of the page.

2. Click the Diagnosis tab.

3. Click the Add Row button. A blank field for a new diagnosis code displays.

4. In the Diagnosis Code box, begin typing any part of the diagnosis code or its description.
For example, if the diagnosis is 7242 lumbago, you can begin entering “724” or “lum” and
RevFlow displays matches. Do not
enter any periods when entering the
digits of a diagnosis code. When you
see a match, select it. RevFlow
identifies the diagnosis code to the
right of the entry box.

5. Click the Save button at the bottom of the page. This
closes the page for editing.

Summary

You have now entered a diagnosis for the case. In the
next chapter you will enter insurance information.

Tip

You can view a report showing all
diagnosis codes. Select Reports from
the menu bar, then select Constants

Reports and Diagnosis Code List.



RevFlow Patient Registration Training Guide

Page 16 of 20

5 Entering Insurance Information

This chapter explains how to add insurance information for a case. Each case can have
primary, secondary, and tertiary insurance coverage.

Entering Insurance Information

After completing chapter 4, the Case Information tab should still be displayed, but it isn’t yet
open for editing. If the Case Information tab isn’t displayed, follow the steps in chapter 3 to
open it.

Remember that fields with an exclamation point must be completed before charges can be
finalized and billing can occur.

1. With the Case Information tab displayed, click Edit at the bottom of the page.

2. Click the Primary Insurance tab.

3. Enter the Insurance Code. Begin typing the code for the insurance company, or type
characters from the insurance company’s name. For example, if you know the insurance
company is Aetna but you’re not sure which one, type “aet” to list all insurance companies
containing “aet” in their name. Or, if you know the insurance company is 1022-Aetna, type
“1022” to display that specific insurance company.

-or-

You can also click on the search icon to search
for an insurance company. When you do this, the
search options shown at right become available.
You can enter information in the Ins Name,
Address1, City, and Ins Code boxes to do a
more refined search. After you enter your search
criteria, click Search to locate matches you can
select from. You can also add an insurance
company and code by clicking on Add.
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After you specify the insurance company in the Insurance Code box, you may receive a
message letting you know that additional information is needed on the Case Information
tab. For example, if you select a Blue Cross company but didn’t enter an Injury Date on the
Case Information tab, after you click Save a message displays letting you know that this is
required for Blue Cross.

4. Enter the Group Number. If the Group Number doesn’t exist, enter NONE.

Note: For auto injuries and Worker’s Compensation claims, Group Number appears as
SSN. You must then enter the patient’s Social Security Number.

5. Enter the Policy Number.

Note: For auto injuries and Worker’s Compensation claims, Policy Number appears as
Claim Number. If a Claim Number is unavailable you must then enter the patient’s Social
Security Number.

Pre-Authorizations

Next you enter pre-authorizations. Pre-authorization information is available during charge entry
to attach to corresponding visits.

6. Under the heading Pre-Authorizations in the middle of the page, click on Add New Pre-
Authorization to add pre-authorization information.

The Pre-Authorizations area expands.

7. Enter the preauthorization number in the Preauth Num field.

8. Enter the number of visits that have been preauthorized in the Preauth Visits field.

9. Enter the date the preauthorization starts and ends in the From Date and Thru Date fields.
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Eligibilites

Next you enter eligibilities. This is where you enter copay information as well as other eligibility
information.

10. Click Add New Eligibility directly below the Pre-Authorizations area.

The Eligibilities area expands.

11. Enter eligibility information after verifying benefits with the insurance company.

Doctor’s Orders

Next you enter information regarding the doctor’s orders or prescription information.

12. Click Add New Doctor’s Orders directly below the Eligibilities area.

The Doctor’s Order area expands.

13. Enter the From Date and Thru Date information written on the prescription.

14. Enter the number of Prescribed Visits.
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Subscriber Information

The last part of setting up the primary insurance is to enter information about the person who
subscribes to the insurance policy.

15. If the patient is the subscriber, check the Same as Patient check box. Any information
you’ve already entered for the patient is populated on the page.

16. If the patient is not the subscriber, enter the subscriber’s information.  The exclamation
points indicate the required fields.

17. If this information is for a Workers’ Compensation case, you can still check the Same as
Patient check box but select Employee in the Relationship field. The employer name
(Emp Name) field becomes a required field and must be entered to complete the case.

Secondary and Teritary Insurance

If the patient has secondary and tertiary insurance, click on the Secondary Insurance tab and
the Tertiary Insurance tab at the top of the page and complete the information as described for
Primary Insurance in this chapter.

Save the Case

17. Click Save at the bottom of the page to save all your changes for the case.
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Summary

You have now entered insurance information for the case. At this point, the case is complete.

Editing the Case

You can come back and edit information about the case at any time. To do this, locate a
patient’s information using any of the methods in chapter 1. When you see the case listed on
the patient’s page, double-click on it to edit it. You can then edit the case and insurance
information using the guidelines in this training guide. Note that you cannot edit the diagnosis
once a note is created.
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Introduction 

With RevFlow, you can scan documents to a folder on your computer or network. An application 
called the “Document Management Client” then imports the scanned images directly into the 
RevFlow scanned document queue. Once documents are in the queue, office staff can assign 
the documents to specific patients and cases.  

Before you can import scanned documents into RevFlow, you must download, unzip, and set up 
the Document Management Client. This document explains how to do this. 

After completing the steps in this guide, you will be ready to scan documents and assign them 
to patients and cases. 
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1 Installing the Management Client 

RevFlow uses the Document Management Client to receive files from your local computer. It 
takes documents that appear in your designated scanning folder and securely uploads them to 
RevFlow. 

By following the steps in this chapter, you will: 

 Let RevFlow know the name of your scanning device and your office location. Providing an 
office location makes it possible for scanned files from each office location to be grouped 
together. 

 Download and install the Document Management Client on a computer. 

You only perform these steps once for each computer and scanner. You will also need to 
perform them when you install a new scanner or change computers.  

Your scanner can be connected directly to your computer, or it can be on a network. 

Requirements  

To install the Document Management Client on a computer, the computer must: 

 Microsoft .NET Framework 4 

 Have access to the local folder that contains documents after they have been scanned. The 
folder can be on your computer or on a network drive. 

 Have access to the Internet. 
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Provide Information About Your Scanner and Location 

1. Log into RevFlow. 

2. Select Scanning on the main menu bar and then select Scanning Devices. 

 

3. Select New at the bottom of the window. 

 

4. Enter information about your name and location: 

 Name—Enter a name for the device. The device name is easier to identify if you use a 
name that either corresponds to the folder where the scanned documents are located, or 
the name of the computer the scanner is connected to. 

 Place of Service Id—If the folder containing scanned images will only contain images 
for one office location, make a selection here. You can use the magnifying glass icon to 
the right of the field for assistance. If the folder containing scanned images will have 
documents for more than one office location, then leave this field blank.  
Hint: If your company only has one place of service, you may want to consider selecting 
a Place of Service Id. Doing so reduces the steps in indexing documents later. 
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 Is Active—Be sure this check box is checked. If it isn’t, the client you install won’t be 
active.  
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5. Click Save at the bottom of the page. 

Download the Document Management Client  

The information you entered displays on the page: 

1. Notice the message at the bottom of the page about .NET 4.0. .NET (pronounced dot net) is 
a software framework provided by Microsoft, and is required for RevFlow to set up your 
scanner.  

a. If .NET 4.0 isn’t installed on your computer, you must install it. Click Download .NET 4.0 
and follow the instructions provided by Microsoft. When the installation is complete, click 
I understand.  

b. If .NET 4.0 is already installed on your computer, click I understand.  

2. After you click I understand in the 
previous step, the message changes to 
Download Client. Click on Download 
Client.  
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3. A message displays asking if you want 
to open or save the file ClientApp.zip. 
Click Save, and then specify where you 
want to save the .zip file. 

4. Using Windows Explorer, go to the 
folder where you saved ClientApp.zip 
and double-click on it to extract the files. 
Be sure to remember where you unzip 
the files. You will need them in chapter 
2. 

 

 

Summary 

In this chapter, you set up the name of the scanning device and your office location, and you 
downloaded and installed the Document Management Client. 

In the next chapter, you’ll set up the Document Management Client so it’s ready to upload files 
to RevFlow. 
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2 Setting up the Secure Scanning Process 

Now that you have downloaded the Document Management Client, there are a few things you 
need to set up. By following the steps in this chapter, you will: 

 Specify the folders where scanned and archived documents reside. 

 Define the number of seconds the Document Management Client waits before checking for 
new scanned images. 

Requirements  

To set up the secure scanning process, you must: 

 Download and unzip the Document Management Client as described in chapter 1 of this 
guide. 

Set up the Secure Scanning Process 

1. Go to the folder where you unzipped the 
files in ClientApp.zip (in chapter 1) and 
double-click 
DocumentManagementClient.exe. A 
window opens, as shown here. It is 
labeled MainWindow. 

2. Click the Settings tab. 
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3. Complete the fields on the Settings tab: 

 Scan Folder—Enter the path to the 
folder where new scanned images 
are located. 

 Archive Folder—Enter the path to 
the folder where images are moved 
after they are uploaded to RevFlow. 

 Poll Rate in Second—Enter the 
number of seconds the Document 
Management Client waits before 
looking in the Scan Folder (defined above) for new scanned images. 

4. Leave the Document Management Client running on your computer. It must be running in 
order to upload scanned documents to RevFlow. 

Summary 

Secure scanning is now set up. You are now ready to assign scanned documents to clients and 
cases. For information on how to do this, refer to the RevFlow Scanned Document Management 
Training Guide. 
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Introduction 

This training guide provides instruction to help front office staff learn how to use RevFlow to 
process scanned documents. After completing the training in this guide, you will be able to: 

 Index the work queue (associate documents with specific patients and or cases). 

 Create a packet of forms. 

 Print documents for specific patients. 

Requirements 

Before you can perform the steps in this document, you must download, unzip, and set up the 
Document Management Client. This is described in the document Scanned Document 
Management Setup Guide. 



Scanned Document Management Training Guide 

Page 3 of 16 

1 Receiving Scans 

Once you have set up scanned document management 
(as described in the Scanned Document Management 
Setup Guide), RevFlow can begin receiving scans. For 
this to happen, the Document Management Client must 
be running. 

Requirements  

Before you can perform the steps in this chapter, you must: 

 Download and install the Document Management Client as described in the Scanned 
Document Management Setup Guide. 

Start the Document Management Client 

1. Go to the folder where you installed the 
Document Management Client and 
double-click 
DocumentManagementClient.exe. A 
window opens, as shown here. It is 
labeled MainWindow. 

2. Leave this running whenever you want 
to process scanned documents in 
RevFlow. 

Summary 

RevFlow can now receive documents scanned into your scanned documents folder. You are 
now ready to assign scanned documents to clients and cases. This is covered in the next 
chapter. 

 

Troubleshooting Tip 

If scanned documents don’t appear 
in RevFlow, check to be sure you 
have the Scanned Document Client 
running. If it isn’t running, start it as 

described in this chapter. 
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2 Assigning Scanned Documents 

Scanned documents can be assigned to patients and 
cases. You can also create templates, which are 
documents used for multiple patients. A template is 
usually a form you print out, have patients complete, 
and then scan back into RevFlow. When you print a 
template, it can include a bar code with the patient’s 
information so that when you scan the document back 
in it is automatically assigned to the patient. 

Once a document is assigned to a patient or becomes 
a template, it is removed from the scanned document 
queue. 

Requirements  

To accomplish the steps in this chapter, you must: 

 Run the Document Management Client as described in the previous chapter. 

Select a Scanned Image 

1. Log into RevFlow. 

2. Select Scanning on the main menu bar and then select Scanned Queue. 

 

File Types RevFlow Recognizes 

RevFlow recognizes files with these 
extensions: 

 .jpeg 

 .jpg 

 .png 

 .pdf 

 .tif 
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3. Expand the Image Indexing list by clicking on the downward-pointing 
arrow to the left of Image Indexing. 

4. Select the location of your scanner. This causes RevFlow to only display 
the images that have been scanned in your office. If you leave All 
selected, you will see all scanned images from all office locations. 

 

 

 

 

5. Images that need to be assigned appear below the drop-
down list. In the picture at right, one file needs to be 
assigned: Tulips.jpeg. Double-click on the image name. In 
our example, this is Tulips.jpg. 

The image displays in the window. You can use the rotate and 
zoom controls at the top of the image to get a better look at the image. 

 

 

Rotate and Zoom 
controls 
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Assign the Image 

1. To assign the image, enter information in these fields as described below. For fields with a 
magnifying glass icon, you can begin typing in the field and items that match the characters 
you type appear below the list. When you find a match, you can select it. If you 
want to do a more extensive search, click on the magnifying glass icon. Once you 
select an item, it displays to the right of the entry box name and magnifying glass 
icon. 

 Image Name—The name of the scanned image. You 
can continue to use the name displayed here, or you 
can enter a new name. 

 IsTemplate—If this document is a template, check this 
check box. A template is a document used for multiple 
patients in the future. It is usually a form that you print 
out, have patients complete, and then you scan the 
completed form into RevFlow. A template cannot be 
assigned to a patient or a case, so if you check this 
check box, entry boxes for Patient and Case 
disappear. Once you create a template and assign it to a print packet (described in 
chapter xx), you can print it for the patient by selecting it on the Print Packets tab in the 
patient’s Medical Record. The document will include a bar code so that when you scan 
it back in after the patient fills it out, it will automatically be assigned to the patient. 
**Note: Only Image file formats can be made into templates. 

 Page Number—Some scanners put each page of a multiple-page document in a 
separate file. If this is the case, enter text to explain which page this document is. For 
example, enter “1 of 3” if the document is the first page of a three-page document. Other 
examples are “1/3” or just “1.” This is free-text field, which means you can enter any text 
you like. 

 Patient—Begin typing the last name of the patient. RevFlow will show names that match 
the characters you type. If you need to do a more extensive search, click the magnifying 
glass. You can then enter characters from both the patient’s first and last name. This is 
useful if you have many patients with the same last name. When you find the correct 
patient, select it. The name displays to the right of the Patient entry box and magnifying 
glass. 
 
If a patient for the scanned document isn’t yet set up, you need to skip the document 
and move on to the next scanned document. 

 Case—Select the patient’s case. This field may be left blank.  

 Image Category—If desired, specify a 
category for the image. Typically, categories 
such as prescription, referral, or drivers 
license are available. RevFlow includes a 
standard set of categories, but additional 

Setting up Additional Image 
Categories or Image Forms 

For information about setting up additional 
image categories or image forms, see the 
Scanned Document Management Setup 
Guide. 
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categories can be added, so the categories available here vary.  

 Image Form—If desired, select a form for the image. RevFlow doesn’t include any pre-
set image forms. They can, however, be added. Examples of Image Forms you may 
want to add are paper type (such as legal or letter). Or you may want to sub-categorize 
documents so that for image categories such as Referral you may have different types of 
referrals. 

 Document Date—Enter the date for the document. This is typically the date you assign 
the document. You can type the date in the format MM/DD/YYYY, or you can click on 
the calendar icon and select a date from the calendar. 

2. Click Assign or Assign and Same Patient at the 
bottom of the page. 

 If you choose Assign, the image is assigned to the 
patient and case you specified. The next image is then set up to be assigned to a 
different patient.  

 If you choose Assign and Same Patient, the next image is attached to the same patient. 

You can view the scanned image at any time by clicking on the Scanned Documents tab in the 
patient’s Medical Record.  

Printing Patient Barcode Labels 

RevFlow also has the ability to upload documents that have pre-printed barcode labels attached 
to them.  See the Printing Patient Barcode Labels QuickTopic located in the Resource Center. 
In the Resource Center’s Library, look in the folder QuickTopics in the folder RevFlow Front 
Office Resources.  You can also locate this document using the search key words barcode 
label.  

Summary 

In this chapter, you learned how to assign a scanned document to a patient and if desired, to a 
case. You also learned how to create a template, which can be printed with bar code so that 
after a patient fills it out it can be scanned and automatically assigned to the patient.  
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3 Creating a Packet of Forms 

You can create “packets” of blank forms that can easily be printed for new patients to fill out. A 
packet is made up of one or more templates. When you print a packet, each template is printed 
with a bar code of the patient’s name. Once the patient fills out the forms and they are scanned 
into RevFlow, they are automatically assigned to the patient. This means that for these scanned 
documents, you don’t need to perform the steps described in chapter 2, Assigning Scanned 
Documents. 

By following the steps in this chapter, you will: 

 Create a packet of templates (blank forms). 

 View the list of existing packets, and look at the contents of a packet. 

 

Requirements  

To perform the steps in this chapter, you must: 

 Have scanned documents that weren’t assigned to a patient, and were instead made into 
templates. This was described in Assign the Image in the previous chapter. In step 1 in that 
section, the IsTemplate needs to be checked in order to make a scanned document into a 
template 

 The scanned documents are in a JPEG, PNG, GIF, or TIFF file format. 

Creating a New Packet 

1. Select Scanning on the main menu bar and then select Image Packet. 
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2. Click New at the bottom of the left panel. A list of all the available template files appears on 
the left side of the page. The right side of the page is where you build your list of templates 
to be included in the packet.  

3. To add template files to the packet, select a template name in the left panel 
and click the Add button in the middle of the window. You can add as many 
templates as you like to the packet. Note that the Add and Preview buttons 
aren’t available until you select a template in the left panel. 

 To see what the template looks like before you add it to the packet, click 
Preview. There are controls at the top of the preview window to rotate the document and 
to zoom in or out so you can see more or less of the template. Click the X in the upper-
right corner of the window when you are done viewing the preview. 

 

 

 

 

 

Templates available 
to add to the packet 
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4. To remove a template file from the list of files to comprise the packet (the list in 
the right panel), select a file in the right panel. This causes the Remove button 
to become available. Click this button to remove the selected file.  

5. Once you have added all the desired template files to the list in the right panel, 
you are ready to create the packet.  

 Enter a name for the packet in the upper-left corner of the window. 

 If desired, select a location in Place of Service Id. This will make it so that this packet is 
only available you the location you select. If you leave this blank, the packet will be 
available 
at all 
locations.  

 Click 
Save at 
the bottom 
of the right 
panel. 
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Viewing Existing Packets 

1. Select Scanning on the main menu bar and then select Image Packet. 

2. At the bottom of the left panel, click Search. The right panel lists all the packets created in 
the system.  

3. To view the contents of a packet, double-click on it in the right panel. For example, in the 
picture above, double-click New Patient Registration to view the packet we created in the 
previous section, Creating a New Packet. 
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Information about the packet displays on the page: 

 The name of the packet and the location for which it was created display at the top of the 
page. 

 The templates in the packet display in the right panel.  

4. Click the Edit button in the bottom of the right pane. You can add, remove, and preview 
templates in the right panel following the techniques described in the previous section, 
Creating a New Packet.   

Summary 

In this chapter you created a packet of scanned templates that can be printed as forms for new 
patients to fill out. Printing these documents is described in the next chapter. 

You also learned how to view existing packets and their contents. 

 

The templates in 
the packet 

The packet’s name and the 
location for which it was created 
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4 Printing Documents  

There are two types of documents you can print: in RevFlow: 

 A document that has been scanned into RevFlow and assigned to a patient. It may have 
been assigned manually (as described in chapter 2, Assigning Scanned Documents) or it 
may have included a bar code and was automatically assigned to the patient when it was 
scanned into RevFlow. These are referred to as patient documents. 

 Packets of blank forms that have a barcode of the patient’s name on them. These 
documents are automatically assigned to the patient when they are scanned into RevFlow. 
Creating document packets was described in chapter 3, Creating a Packet of Forms. 

By following the steps in this chapter, you will learn how to 

 Print patient documents (documents assigned the patient’s account) 

 Print a packet of blank forms that include a barcode with the patient’s name. These are 
documents the patient can fill out, then you can scan them into RevFlow and they will 
automatically be assigned to the patient’s account. Creating packets was described in 
chapter 3, Creating a Packet of Forms. 

 Print a packet of blank forms that don’t include a barcode with the patient’s name. These are 
generic documents that any patient can fill out. When you scan them into RevFlow they 
need to be assigned to the correct patient as described in chapter 2, Assigning Scanned 
Documents. 

Requirements  

To perform the steps in this chapter, you must have: 

 Scanned documents into RevFlow and assigned them to a patient. 

 Scanned documents into RevFlow and assigned them to become templates. 
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Printing Patient Documents 

Follow these steps to print patient documents (documents that have been scanned into 
RevFlow and assigned to a patient’s account): 

1. Locate the patient’s record.  

2. On the Medical Records tab, click the Scanned Documents tab. All documents that have 
been scanned into RevFlow and assigned to the patient are listed.  

3. Double-click on a document name. The document displays in a preview window. 

4. To print the document, click Print at the bottom of the preview window.  

Documents that have been scanned into 

RevFlow and assigned to the patient 
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Printing Packets for a Specific Patient 

Follow these steps to print a packet of forms that have a patient’s bar code on them. After the 
patient fills out these forms, they can be scanned back into the system and are automatically 
assigned to the patient’s account. 

1. Locate the patient’s record.  

2. On the Medical Records tab, click the Print Packets tab. All packets of forms that are 
available at the current location are listed.  

3. Double-click on a packet name. All the documents in the packet display in a preview 
window.  

4. Click the Prev and Next buttons at the bottom of the preview window to view the various 
documents in the packet. 

5. To print the documents, click Print at the bottom of the preview window. Each document 
printed will include a barcode with the patient’s name. The patient’s name is printed just 
below the barcode, making it easy to identify who the forms belong to. 

Packets of documents that have been 
scanned into RevFlow and assigned to be 
templates (blank documents that can be 
used as forms for patients to fill out) 
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Printing a Packet that is Not for a Specific Patient 

Follow these steps to scan documents: 

1. Select Scanning on the main menu bar and then select Image Packet. 

2. Click the Search button at the bottom of the left panel. This displays a list of packets. 

3. Double-click on a packet name to open it. The left panel displays all templates in RevFlow. 
The right panel displays all documents in the packet. 

4. Click the Print button at the bottom of the right panel 

5. All the documents in the packet display in a preview window.  

6. Click the Prev and Next buttons at the bottom of the preview window to view the various 
documents in the packet. 

7. To print the documents, click Print at the bottom of the preview window. Each document will 
include a bar code, but the barcode won’t include the patient’s name, and the patient’s name 
isn’t printed on the documents. 

 

 

Summary 

You now know how to index the work queue, create a packet of forms, and print documents for 
specific patients. You are finished with the Scanned Document Management Training Guide.  

For additional information about scanning, look in the BMS Resource Center. Go to the Library 
and look in the RevFlow Front Office Resources folder.  
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Introduction 

This training guide provides information about the basic elements of the RevFlow schedule:  

• The different ways you can view the schedule: by location, provider, or company. 

• The different areas of the schedule. 

• How colors and icons are used to convey information about provider availability, about each 
appointment (such as whether it’s an initial evaluation or a follow-up visit), and about the 
patient’s payer type (such as Medicare or Worker’s Compensation). 

• How to view different time periods on the schedule. 

• How to view a summary of patient information without leaving the schedule. 

After completing the training in this guide, you will be familiar with the items listed above, and 
you will be ready to proceed to the next document in the schedule training series, depending on 
your role in the company: 

• If you perform front desk tasks, your next document is the Scheduling at the Front Desk 
Training Guide. 

• If you are a therapist, your next document is the Scheduling for Therapists Training Guide. 
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1 Viewing the Schedule 

You display the schedule by choosing a command under the Schedule menu item. This chapter 
describes the three ways you can view the schedule: 

• Locations 

• Providers 

• Non-Providers 

• Company 

 

 

Tip 
If you need to see more of the 
 schedule, you can temporarily  
remove the navigation bar.  
Just click Hide Navigation in  
the left navigation bar.  

To bring the navigation bar  
back, click the right-pointing  
arrow.  
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Viewing the Schedule by Location 
You view the schedule by location when you want to see the schedule for one clinic or location 
within your company. 

1. Click on the Schedule menu item at the top of the 
screen, then click on Locations, and then choose a 
location, such as BEACHSIDE (LOC 2).  
 
The schedule for the location displays. 

The picture below shows the schedule for the location 
Beachside.  

 

 

Schedule for the location 
Beachside 
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Viewing the Schedule by Provider 
You view the schedule by provider when you want to see 
the schedule for only one provider, regardless of which 
location he or she may be practicing in on any given day. 

1. Click on the Schedule menu item, then click on 
Providers, and then choose a provider, such as 
Jennifer XXX, PT.  
 
The schedule for the provider displays. 

The picture below shows the schedule for the provider 
Jennifer XXX, PT. 

 

Schedule for the provider  
Jennifer XXX, PT 
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Viewing the Schedule by Company 
You view the schedule by company when you want to see the schedule for all providers at all 
locations.  

1. Click on the Schedule menu item, then click on Company. 
 
The schedule for your entire company displays. 

The picture below shows the schedule for an entire company. 

Summary 
Whether viewing by location, provider, or company, the view of the schedule is essentially the 
same. You just see the schedule for a different set of set of providers or locations. The next 
chapter describes the various elements you see on the schedule. 

Schedule for the entire 
company 
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2 What you See on the Schedule 

This chapter describes the different things you see in the schedule: 

• The header bar 

• Day, Week, and Month views 

• Provider names, availability, and background colors 

• Appointment types and colors, and facility resource icons 

• Patient payer types, such as Medicare and Medicaid 

• Left navigation bar items related to the schedule 
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The Header Bar 
The header bar is located above the schedule. 

 

 

 

 

The schedule’s header bar provides information about what you are viewing. It also has controls 
you use to change what you are viewing: 

• The center of the header bar identifies the current view of the schedule: Location, Provider, 
or Company, followed by the name of the location or provider. You change the view by 
selecting the Schedule menu item in the menu bar, and then selecting Locations, 
Providers, or Company. In the picture above, the 
schedule is showing the location BMS LOC6. In the 
picture at right, the schedule is viewing the provider 
Jennifer XXX, PT. 

• The left side of the header bar identifies whether 
the schedule’s view is for one day, one week, or 
an entire month. In the picture above, the view is 
for a Week. In the picture at right, Day is the active view. 

• The right side of the header bar shows the specific date or range of dates the schedule is 
viewing. You can click on the right- and left-pointing arrows to move forward and backward 
on the calendar. You can also click on the calendar icon to select a specific date. In the 
picture above, the schedule is in Week view and is showing February 6-11, 2012. Clicking 
the arrows moves the schedule forward or backward a week at a time. In the picture below, 
the schedule is in Day view, and is showing the specific 
date February 20, 2012. Clicking the arrows moves the 
schedule forward or backward a day at a time. 

• The List View button on the far right side of the header bar displays a list of the 
appointments in the current view. You can print the list, and use it as a working 
list to plan for all the appointments to arrive for the day. An example of a list 
view is shown on the next page. 

 

Header  
bar 
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Example of List View. 



RevFlow Schedule Overview Training Guide 

Page 10 of 14 

Change the Time Period Shown on the Schedule 

Using the controls in the schedule’s header bar, change the time period shown on the schedule. 

1. From the menu bar, select Schedule, then select Locations, Providers, or Company. If 
you select Locations or Providers, you also select a location or provider. Notice how the 
information in the header bar changes depending on what you select. 

2. Click on Day, Week, and Month to see the view 
change to a single day, a week, or the entire 
month.  

3. Click on the right- and left-pointing arrows to move forward and backward on 
the schedule.  

4. Click on the calendar icon to view a specific date. When the calendar is 
displayed, click on a specific date to view that date. You can use the arrows at 
the top of the calendar to move forward or 
backward a month at a time.  
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Appointments and Provider Availability in the Schedule 
The appointment area in the schedule provides information about provider availability and 
individual appointments. 

• Provider availability and 
background colors. Background 
colors indicate availability of a 
provider. Light background shows 
times when a provider is available. 
Dark background shows times 
when a provider’s schedule is 
blocked out. In the picture at right, 
the provider is unavailable from 
6:00 am to 7:00 am, is available 
from 7:00 am until 12:00 pm, and 
is then unavailable starting at 
12:00 pm. 

• Appointment types. Different 
colors indicate different types of 
appointments. In the picture at 
right, green is used to indicate an 
initial visit and orange means a 
follow-up visit. These colors are 
configurable (by choosing Admin, 
from the menu bar, and then 
choosing Schedule Mgmt and 
Appt Type Mgmt) and may be 
different for your facility. 

• Icons in individual appointments 
provide additional information 
about the appointment type and 
the patient’s payer type. Knowing 
ahead of time that a patient is a 
Medicare patient or the case is a 
Worker’s Compensation case 
helps the front desk know what 
type of paperwork needs to be 
filled out. 

MC means the 
patient is a  

      Medicare patient, while WC  
      means the patient is a Worker’s  
      Compensation  patient. BMS support can configure how these icons look, so they may look 
      different for your facility. 

Circular arrows mean that the appointment is a recurring appointment. 
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Other symbols are facility resource icons. They indicate that the appointment 
occurs in a location such as a swimming pool or yoga room. These icons are 
configurable (by choosing Admin, from the menu bar, and then choosing 

Schedule Mgmt and Facility Resource Mgmt) and may be different for your 
facility.  

 

Viewing Patient Information in the Schedule 
There are two easy ways to view summary patient information in the schedule. 

Viewing “Roll-over” Information 

Whenever you view the schedule, 
you can roll your mouse over an 
appointment to see a pop-up with 
basic information about the 
appointment and the client. You’ll 
see: 

• The patient’s name, followed by 
the balance of the patient’s account in parentheses. 

• The case for the appointment. 

• The appointment type. 

• The appointment’s status.  

The Active Patient 

When you click on a patient appointment, information about that patient appears at the top of 
the window in the patient header. This is called the active patient. If you go to another area in 
the schedule, this information persists for the patient, and you can use it to retain focus on the 
patient’s information while you look at other information in the schedule.  

You can click on the patient’s name in the patient header area to go to that patient’s record, 
where you can update information about the patient, and depending on your user role, the 
patient’s case.  

Click on a patient 
name to go to the 
patient’s record 
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View Patient Information 

Follow the steps below to experience viewing patient information in the schedule. 

1. Using the methods previously covered in this training guide, move around in the schedule 
until you see some appointments. 

2. Roll your mouse over the appointments and view the information that pops up for each one. 

3. Click on an appointment and view the persistent patient information that displays at the top 
of the window. 

4. Move to another date on the schedule, or even change your view of the schedule (for 
example, change from location view to provider view), to see how the persistent patient 
remains constant. 

5. Click on the patient’s name in the persistent patient area to view the patient’s record. 

6. To go back to the schedule, click on Schedule under Recent Items in the lower portion of 
the left navigation bar. 
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Summary 
You are now familiar with the basic elements of the RevFlow schedule:  

• The different ways you can view the schedule: by location, provider, or company. 

• The different areas of the schedule. 

• How colors and icons are used to convey information about provider availability, about each 
appointment (such as whether it’s an initial evaluation or a follow-up visit), and about the 
patient’s payer type (such as Medicare or Worker’s Compensation). 

• How to view different time periods on the schedule. 

• How to view a summary of patient information without leaving the schedule. 

You can now proceed to the next document in the schedule training series, depending on your 
role in the clinic: 

• If you perform front desk tasks, your next document is the Scheduling at the Front Desk 
Training Guide. 

• If you are a therapist, your next document is the Scheduling for Therapists Training Guide. 
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Introduction 

This training guide explains how front desk personnel schedule patient appointments. It covers:  

• Scheduling an appointment. 

• Entering patient information using Quick Add. 

• What to do when a patient arrives for his or her appointment. 

• Cancelling an appointment. 

• Setting up a recurring appointment. 

• Tips for using the schedule, including searching for patient appointments and viewing a list 
of all appointments in the current schedule view. 

After completing the training in this guide, you will be familiar with the items listed above, and 
you will be ready to schedule appointments.  

Requirements 
Before you begin the training in this document, you should be familiar with the concepts covered 
in the RevFlow Schedule Overview Training Guide: 

• The RevFlow main window. 

• Viewing the schedule by location, provider, and company. 

• The visual elements of the schedule, including the header bar, viewing the schedule by day, 
week or month, provider availability, and colors and icons on appointments used to indicate 
information about the appointment and the patient.  

• Viewing patient information in the schedule. 

If you aren’t familiar with this information, please review the RevFlow Schedule Training 
Overview before proceeding with this training guide. 
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1 Scheduling an Appointment 

This chapter describes the basic steps to quickly and easily schedule an appointment for an 
existing patient. 

Scheduling an Appointment for an Existing Patient 
Before you begin, be sure you have the name of the patient. 

1. To display the schedule, click on the Schedule menu 
item, and then choose Locations, Providers, or 
Company. If you choose Locations or Providers, 
then select a location or provider. For example, select 
Locations, then select Beachside. 

2. Click on Day, Week, or Month and use the arrows to 
move to the date on which to schedule an 
appointment.  

3. The darker background color 
on the schedule indicates 
times when a therapist isn’t 
available. In the picture at 
right the therapist Gina XXX 
is available from 8:00 am 
until 12:00 pm.  

 
 
 
 

Tip 
To specify a provider’s 
hours, click Provider 
Availability in the left 
navigation bar. For 
information about this, 
search on Provider 
Availability in the BMS 
Resource Center.  

 

!

Dark 
background 
color means 
the therapist 
isn’t available 

Light 
background 
color means 
the therapist 
is available 
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In the column for the provider you want to book, double-click on an empty space in the 
lighter back-ground color in the schedule.  

The Appointment dialog box displays. 

4. To locate the patient, begin typing the patient’s first or last name in the Patient text box. As 
you type, RevFlow displays a list of names that match the characters you type. 
 
In the picture below, notice the names that display after typing Bro. 
 
When you see the patient you want to schedule, click on the name to select it.  For example, 
select Jill Brown. 

 

5. If the patient has more than one case, select 
it in the Case box. For example, select one 
of the Lower Back Pain cases. 

6. Next, select the appointment type in the 
Type box. Typical appointment types include 
initial evaluation, follow-up visit, group, women’s health, and occupational health. 
Appointment types are configurable and vary from company to company.  

7. The Start time box shows the time based on where you clicked to open the appointment. 
RevFlow calculates the End time based on the appointment type you select. The amount of 
time allocated for each appointment type is configurable and varies from company to 
company. If you wish a longer or shorter appointment, edit the End Time. 

Begin typing the 
patient’s name 

Matching 
names display 
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8. The appointment’s Status is 
set to Scheduled. You can 
change this later if the patient 
cancels or reschedules the 
appointment, or when the 
patient arrives. This is 
described later in this training 
guide.  

9. Check the 24hr Reminder checkbox to have the appointment listed in the 24-Hour 
Reminder interactive report icon at the bottom right of the RevFlow window. When you open 
this interactive report icon, all appointments in the next 12 to 36 hours are listed. Note that if 
you make this setting ten hours or less prior to the start time of the appointment, the 
appointment does not list in the interactive report icon. For more information, search on 
Interactive Report Icon in the Resource Center. 

10. If a unique resource is required for the appointment, such as a pool or yoga room, select it in 
the Resource box. The resources available are configurable and vary from company to 
company. 

11. If desired, make any notes about the appointment in the Appt. Note box. This is a free text 
field, meaning you can enter anything you like here. For example, you can enter a note that 
says “Scan insurance card when patient arrives.” 
 
The information you enter here displays in the appointment rollover on the schedule. 
Additionally, an asterisk (*) appears in the appointment box on the schedule to let you know 
there is a note on the appointment. 

12. The provider for the appointment appears in the Provider text box. Generally you don’t 
need to change this. But if you want to choose a different provider, select one here. 

13. Click OK. 

The appointment is now booked on the schedule.  

Summary 
You now know how to book an appointment for an existing patient. In the next chapter, you will 
learn how to book an appointment for a new patient. 
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2 Entering Patient Information Using Quick Add 

When you schedule the first appointment for a new patient, you don’t need to collect and enter 
all of his or her information before you can schedule the appointment. The Quick Add feature 
makes it easy to enter a few pieces of information while you schedule the appointment. You can 
then enter the rest of the information at a later time.  

Using Quick Add 
1. Double-click in an appointment space on the schedule. 

2. Instead of entering a name in the Patient box, click on Quick Add Patient at the top of the 
Appointment dialog box. 

 

 

 

3. In the Add New Patient dialog box, 
enter basic information about the 
patient. You must enter the First 
Name, Last Name, a phone number in 
one of the three phone number boxes, 
the patient’s date of birth in the DOB 
box (you can click on the calendar icon 
to click on a specific date), and the 
Gender. 

4. To enter the patient’s address, click the 
Enter Additional Information button 
at the bottom of the dialog box. 
Additional text boxes for Address, 
City, State, Zip and Marital Status 
are added to the dialog box. Enter 
information in these boxes as desired. 
Entering information in these boxes is optional. 
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5. If the patient is going to be the responsible party for billing the appointment, leave the 
Billing Info Same As Above check box checked. 
 
If the billing information is going to be different than the patient information (for example, if 
you are entering information for a child and the child’s parents will be billed), uncheck the 
Billing Info Same as Above check box.  

6. Click the Save button. 
 
The patient’s name 
is entered in the 
Patient box. Notice 
that a patient 
number has been 
issued for the 
patient. Since a 
case doesn’t yet 
exist for the 
patient, a 
temporary case is 
created and is 
given the current 
date in the Case 
box. 

7. Enter the 
remaining 
information about 
the appointment 
(Type, Start time, 
End time, Status, 
Resource, and if 
desired, Appt. Note and Provider). 

8. Click the OK button. 

The appointment is scheduled. Prior to the first appointment, you should enter the other 
information about the patient. Entering complete information about the patient is covered in the 
RevFlow Patient Registration Training Guide. 

Summary 
You now know how to create an appointment for a new patient, including entering basic 
information for the appointment. In the next chapter, you will learn what to do when a patient 
arrives for his or her appointment. 

Temporary 
case 
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3 When a Patient Arrives for an Appointment 

When a patient arrives for his or her appointment, you may need to collect payment, and there 
are certain things you need to do in the RevFlow schedule.  

When a Patient Arrives 
1. When a patient arrives at the front 

desk, the first thing you should to is to 
roll the mouse over the patient’s 
appointment and read the pop-up to 
get basic information about the 
appointment. 
 
If there is a balance owed on the 
patient’s account, it is shown next to 
the patient’s name. In the example in 
the picture, the patient has a $560.06 
balance on her account.  
 
If there were any notes entered when the appointment was set up, they appear in the pop-
up as well. In the example, the note says “Scan insurance card when patient arrives.” 

2. The next thing you should do is to determine if the patient has a copay. The copay 
amount is shown in the patient header. To see the copay, you must click the 
downward-pointing arrow on the right side of the patient header. This causes the 
patient header to display more information about the patient, including the amount (if any) of 
the patient’s copay. In the picture below, the patient doesn’t have a copay. 

 

3. Once you have taken care of any tasks such as collecting payment from the patient and 
taking care of any tasks indicated in the note, double-click on the appointment to open it. 

4. Change the Status from SCHEDULED to 
ARRIVED. Additional fields are added to the 
Appointment dialog box. 

5. If you collected payment from the patient, 
check the Pat. Payment Collected check 
box. After you check this box (and click OK 
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in step 7 below), you can enter information about the payment and print a receipt. For 
information about collecting payment, search on Collecting Payment in the Resource 
Center. 

6. Enter the time the patient arrived in the ArrivalTime box.  

7. If desired, enter information in the Appt Note box. For example, you may want to enter 
something to indicate that you scanned the insurance card.  

8. Click OK.  

9. A green bar appears along the left side of the 
appointment in the schedule to indicate that the 
patient has arrived.  
 
Note that colors can be configured for each 
company, so the color used to indicate arrival 
may be different for your company.  
 
The treating therapist receives an alert to let him 
or her know that the patient has arrived. 

 

 

 

Summary 
You now know what to do in RevFlow when a patient arrives for his or her appointment. In the 
next chapter, you will learn what to do when a patient cancels his or her appointment or doesn’t 
arrive for his or her appointment. 

A green bar 
indicates the 
patient has arrived 
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4 Rescheduling and Cancelling Appointments 

When a patient reschedules or cancels an appointment, you need to provide a reason for the 
change. Along the same lines, when a patient doesn’t arrive for his or her appointment, you 
need to provide a reason as well. 

When a Patient Reschedules an Appointment 
There are two ways to reschedule an Appointment. If the appointment is rescheduled on the 
same day, you can simply drag it to the new time. If the appointment is rescheduled to a 
different day, you need to open the appointment to edit it. 

Rescheduling an Appointment on the Same Day 

1. Locate the appointment on the schedule. 

2. Click and hold on the appointment, and 
drag it to the new time on the same 
day. Release the mouse when the 
appointment is at the correct time. 

3. A dialog box displays, requesting a 
reason for rescheduling the 
appointment. Select a reason from the 
drop-down list. 

4. Click Save. 
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Rescheduling an Appointment on a Different Day 

1. Locate the appointment on 
the schedule. 

2. Double-click the 
appointment to open it. 

3. In the Start Time for the 
appointment, select a new 
date and time.  

4. Click Close to save the 
new date and time. 

5. Click OK to save the 
appointment. 

 

 

 

 

When a Patient Cancels an Appointment 
1. When a patient cancels an appointment, double-click on the appointment to open it.  

2. Change the Status from 
SCHEDULED to CANCEL. An 
additional field is added to the 
Appointment dialog box. You use 
this field to specify the reason for 
the cancellation. 

3. Select one of the reason codes. 
For example, select Illness. Note 
that reason codes are 
configurable for each company, and may be different than what is shown here. 

4. Click OK. 

The appointment is removed from the schedule. However, information about the cancellation is 
stored in RevFlow and appears in reports. 
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When a Patient Doesn’t Arrive 
1. When a patient doesn’t show up for an appointment, you need to note this in RevFlow. 

Double-click on the appointment to open it.  

2. Change the Status from 
SCHEDULED to NOSHOW. Just 
like cancelling an appointment, an 
additional field is added to the 
Appointment dialog box. You 
use this field to specify the reason 
the patient didn’t show up. 

3. Select one of the reason codes. 
For example, select Forgot Appt. 
Note that reason codes are 
configurable for each company, 
and may be different than what is shown here. 

4. Click OK. 

The appointment is removed from the schedule. However, information about the non-arrival is 
stored in RevFlow and appears in reports. 

 

Summary 
You now know what to do in RevFlow when a patient reschedules an appointment, cancels an 
appointment, or doesn’t show up for an appointment. In the next chapter, you will learn how to 
set up a recurring appointment. 
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5 Setting up a Recurring Appointment 

If a patient is going to come in for an appointment at the same time on a recurring basis, you 
can schedule the appointment once, and then set it up to occur daily, weekly, monthly, or yearly. 
For each type of recurrence, there are many options to how you can set up the recurrence.  

Recurring appointments are shown in the schedule with a circular arrow in the 
appointment. Whenever you see this icon, you can tell that the appointment is part of a 
set of recurring appointments. 

Creating a Recurring Appointment 
1. Double-click on an appointment on the schedule to open the appointment. 

2. Click on Edit 
Recurrence at the 
top of the 
Appointment 
dialog box. 

3. The Start and End 
time, and the 
Duration are 
already set up for 
the appointment. If 
you want to change 
them, make any 
adjustments.  

4. For the Recurrence 
pattern select Daily, 
Weekly, Monthly, 
or Yearly. Based on 
what you select, 
different options are 
available, as 
summarized in the 
table on the next 
page. 

 
See step 5 on 
the next page 

See the table on 
the next page 
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If the Recurrence Pattern is . . .  The Recurrence Options are . . .  

Daily You can specify one of these daily recurrence options: 

• Every x number of days. Every 7 days is the same as 
once a week, on the same day of the week. 

• Every weekday (Monday through Friday) 

Weekly Every x number of weeks, then you specify the day(s) of 
the week on which the appointment occurs. For example, 
every 2 weeks on Tuesdays and Fridays 

Monthly You can specify one of these monthly recurrence options: 

• The date of the month, every x number of months. For 
example, the 28th of every third month means the 
patient has an appointment once per quarter on the 
28th day of the month. 

• On a certain weekday, every x number of months. For 
example, on the 4th Tuesday of each month. 

Yearly You can specify one of these yearly recurrence options: 

• The same date each year. 

• On a certain weekday of a certain month. For 
example, on the 4th Tuesday of February each year. 

5. Specify the Range of recurrence. This is where you identify when the last appointment 
occurs.  

• No end date. You can set the appointment so that it doesn’t have an end date. This is 
useful if you’re not sure how many appointments are necessary, but you want to go 
ahead and reserve time on the schedule. You can come back later and set up an End 
by date once you know when the date of the last appointment.  

• End after x occurrences. You can set the appointment to occur a specific number of 
times. 

• End by. You can set the appointment to end by a specific date. 

6. Click OK to close the Appointment Recurrence dialog box. 

7. Click OK to close the Appointment dialog box. 

When you look at the appointment in the schedule, it now includes 
the recurring icon (the circular arrows). 
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Editing a Recurring Appointment 
Once you set up a recurring appointment, you can edit one occurrence of the appointment, or 
you can edit the entire series of recurring appointments. 

1. Double-click on a recurring appointment on the 
schedule to open the appointment. 

2. Select Open this occurrence if you just want to 
change something about the specific appointment 
you double-clicked. Select Open the series to 
make changes to all appointments in the recurring 
appointment series. 

3. Click OK. 

4. Make any changes to the appointment.  

• If you selected Open this occurrence in step 2 above, the changes you make apply 
only to this occurrence of the appointment, and do not affect the other appointments in 
the appointment series. Note that if you click on Edit Recurrence at the top of the 
Appointment dialog box, your changes will apply to all appointments in the series and 
not just the single occurrence. So be sure not to select Edit Recurrence unless you are 
sure you want to change all the appointments in the series. 

• If you selected Open the series in step 2 above, the changes you make apply to ALL 
occurrences of the appointment. 

5. Click OK. 

Summary 
You now know how to set up and edit recurring appointments. In the next chapter, you will learn 
a few scheduling tips. 
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6 Scheduling Tips 

This chapter presents a few tips that will make managing the schedule easier. They include: 

• Viewing the current schedule display in a list format you can sort and print. 

• Locating patient appointments if, for example, a patient calls the front desk and wants to 
know when his or her next appointment is. 

List View 
You can create a handy list of all the appointments in the current schedule view. You can sort 
the list by provider, location, or appointment start time. You can print the list, and use it as a 
checklist. 

1. Display appointments in the schedule. 

2. Click List View in the schedule’s header bar.  
 
The appointments display in list view. 

A funnel next to a column 
name means you can 
group by that column 
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3. You can sort the list by any of the column headings. For example, click on Provider to sort 
the appointments by provider. 

4. You can also group the appointments on the list by any of the columns with a funnel next to 
its name. This is slightly different than sorting. To do this, drag a column header to the top of 
the list view. For example, drag the column heading Provider to the top.  

 
As shown in the picture above, each provider’s name is a heading in the list. You can now 
click on the other sorting columns to sort the list within the groupings. For example, you can 
click on Start Time to sort the appointments in the order in which they occur. This gives you 
a list grouped by provider, with each provider’s appointments listed in the order they occur. 

5. When you have the list sorted the way you want it, you can print the list. Just click the Print 
button.  

Searching for Patient Appointments 
If a patient forgets when his or her next appointment is and contacts the front desk, you can 
easily locate the appointment in the schedule, even if it’s months in advance. 

1. Click in the Patient Search box at the top of the left 
navigation bar and begin typing the first characters of the 
patient’s first or last name. As RevFlow finds matching 
names, they display below the search box. When you see 
the patient’s name, click on it. In the picture at right, we 
are looking for Katherine Jones. 
 
The selected patient displays in the patient header the 
top of the schedule. 

The Provider column 
heading was dragged 
to the top to group 
the list by provider 
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2. In the patient header, click on the   icon 
to the right of the patient’s name. This 
displays a list of the patient’s appointments, both in the past and in the future.   

 

3. You can sort , filter, and print the list as described in the previous section 

Double-Booking or Overbooking Appointments 
Depending on how RevFlow is configured for your 
location, you may be able to double-book or overbook a 
provider’s time. If your system allows this, the 
appointments show up side-by-side in the column for the 
provider. 

This functionality is configured by clicking on Admin in the 
menu bar, then selecting Schedule Mgmt and Appt Status Mgmt. Your user role must have 
permission to access these commands. 
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Summary 
You now know how to search for a patient appointment and view appointments in a handy list 
view. And you understand how double-booked or overbooked appointments look for locations 
that allow that to occur. You are finished with the scheduling training guide series. You may 
want to learn about entering complete patient information. If so, please see the RevFlow Patient 
Registration Training Guide. 
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