
 

 

Patient Date of Birth in Scheduler Search 
QuickTopic 

Patient Date of Birth When Searching in the Scheduler 

The patient’s date of birth appears in 
the Patient field in the Appointment 
dialog box and while searching for a 
patient.   

 

Note: This feature is only available 
when scheduling an appointment for a 
patient. 
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Scheduler: Appointment Tracking Report 
QuickTopic 

One of the best ways to improve your practice’s efficiency and profitability is to stay on top of 
insurance authorizations, doctor’s orders, and insurance eligibility. By making sure that these 
items are all current and accurate, you can: 

 Increase your practice’s bottom line and decrease its A/R at the end of the month. 

 Maintain steady cash flow from insurance companies and patients. 

 Decrease claim denials because claims go out clean for prompt payment. 

 Decrease claim resubmissions because there is no need for corrected claims for missing 
information. 

 Decrease unpaid patient balances because you can estimate patient responsibility from the 
first visit on.  

If you work at the front desk, you may be responsible for prepping charts for the providers in 
your office. This includes obtaining authorizations from a patient’s insurance, checking the 
eligibility of a patient’s insurance, or checking whether the time period for doctor’s orders have 
expired or the number of visits for doctor’s orders have been used.  

The Appointment Tracking report provides an easy way to specify a date range for upcoming 
appointments, such as the next day’s appointments or the next week’s appointments. Within the 
date range, you can choose to see: 

 Authorizations. Many insurance companies require that they issue an authorization before 
they’ll pay for any charges. The authorizations version of the Appointment Tracking 
report shows the date insurance authorizations expire as well as the number of visits 
remaining. 

 Doctor’s orders. Sometimes insurance companies require that doctors issue orders for 
treatment to occur within a certain period of time and/or for a certain number of visits. The 
doctor’s orders version of the Appointment Tracking report shows the date doctor’s 
orders expire as well as the number of visits remaining on the doctor’s orders. 

 Eligibility. You can see when a patient’s insurance eligibility is about to expire. You can 
then let the patient know prior to their appointment that they need to take care of this and 
provide new or updated insurance eligibility information.  

For each version of the report, the most current authorization, doctor’s orders, or eligibility 
entered on the case appear in the report.  

This QuickTopic describes how to create and use each version of the Appointment Tracking 
report. For each version, it provides suggestions for how to sort information in order to use the 
report most effectively. If you aren’t familiar with sorting and grouping information in RevFlow 
reports, or “drilling into” report information, please see the Report Functionality QuickTopic in 
the BMS Resource Center.  
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Setting Up the Appointment Tracking Report 

It is good practice to view the Appointment Tracking 
report on a regular basis to see the status of insurance 
authorizations, doctors’ orders, and insurance eligibility 
related to upcoming appointments. The frequency that you 
view this report varies depending on your practice. For 
some practices, it may be appropriate to view the report 
once a day to check on the various statuses for the next 
day’s appointments. For other practices, it may be 
appropriate to view the report once a week to check on all 
appointments for the upcoming week. 

Follow these steps to display the report: 

1. Click on Reports in the menu bar, then select 
Scheduler Reports and Appointment Tracking. 

2. The Report Selection page for the report displays. 
You can specify the Company, Practice, Place of 
Service and Provider, or you can leave these fields 
set to their default settings. 

3. For From Date and Thru Date, enter the date range 
of appointments for which to check. For this example, 
we are going to check on appointments for the next 
day, so we enter 2/06/2015 for both the From Date 
and the Thru Date. 

4. For Report Type, select authorizations, doctors 
orders, or eligibility. 

5. Click Run Report. 

The report displays. Specific examples of each version of the report are shown in the sections 
that follow. For each version of the report, keep these things in mind: 

 The report is very wide. Use the scroll bars at the bottom of the report to scroll to the right to 
see more information. 

 Each report has an Export to CSV button at the bottom. You can use this button to export 
the report to Microsoft Excel, which may make it easier to work with the wide report.  

 To view patient contact information or to edit a patient’s case with new information, you can 
double-click on the patient’s account number in the report to “drill” into the patient’s account. 
You can tell that you can do this because the Account # column is shown in lighter color 
and with italic text.  

 You can sort, filter, and group the report to narrow it down to just the information you need. 
Sorting examples are provided in this QuickTopic. To learn more about filtering and 
grouping information, see the Report Functionality QuickTopic in the BMS Resource Center. 
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Authorizations 

An authorization is the insurance company’s approval of 
treatment for a certain time period and/or a certain 
number of visits. Authorizations are set up in the Pre-
Authorizations area of a case. If an insurance company 
requires that treatment is preauthorized, it is important to 
track this, and if a patient requires more treatment, follow 
up with the insurance company when the time period or 
number of visits are about to expire.   

To see the authorizations report, create it as described 
in Setting Up the Appointment Tracking Report earlier in 
this document. For step 4, select authorizations. 

The report displays, as shown below. The Auth Exp column identifies when the patient’s 
authorization for treatment expires with their insurance. The Auth Visits Remaining column 
shows how many visits the patient has remaining on the insurance authorization.  

1. Click on the heading for the Auth Exp column to sort the report by the date the patients’ 
insurance authorization expires. 

2. If you determine that a patient’s authorization for treatment is about to expire, either 
because there are no more authorized visits remaining or the authorization expiration date is 
approaching, double-click on the patient’s account number to drill into their account where 
you can access their case and update their authorization information after contacting the 
patient’s insurance company.   

 

 

 

 

Click the heading for this column to sort the 
report by the authorization expiration date. 

Then use the dates in this column to determine 
which patients have authorizations that are 

expiring in the near future. 

This column shows the number 
of visits remaining on an 
authorization. When this number 
gets low, it means the payer may 
not pay for future visits.  

Double-click on an account number (shown in a 

lighter color) to drill into a patient’s account. 
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If you scroll the report to the right, you can see other information, including insurance, 
appointment type and status, the provider, and the location. 

 

Authorization Required 

When you enter insurance eligibility information in the Eligibilities area in a case, there is a 
check box for Authorization Required. If you check this check box, then you must enter an 
authorization in the Pre-Authorizations section of the case.  

A helpful way to use the authorizations report is to filter on the Authorization Required setting so 
you don’t spend time working on non-required authorizations, as described on the next page.  
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In the report example shown below, there are a number of expiring or aleady-expired 
authorizations shown. However, for some of them, an authorization isn’t required. 

To zero in on just the expiring authorizations that are required, drag the column heading Auth 
Req’d to the top of the report. This causes the report to look like this: 

You can then click on the + next to Yes to expand the report to only show the appointments for 
which the insurance company requires an authorization. 

At this point, you can click on column headings to sort the report as described earlier.  

 

Now the report focuses 
only on those reports that 

require authorization. 

Authorization is only 
required for 
appointments with 
“Yes” in this 
column. 
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Doctor’s Orders 

Doctor’s orders are the doctor’s prescription for the 
period of time and/or number of visits the patient needs 
to be seen to treat their condition. You enter doctor’s 
orders in the Doctor’s Order area of a case. You can 
track this using the Appointment Tracking report so 
you always know ahead of time if a patient is reaching 
the end of their treatment. This is important because 
some insurance companies may not pay for visits 
beyond what a doctor prescribes.  

To see the doctor’s orders report, create it as described 
in Setting Up the Appointment Tracking Report earlier in 
this document. For step 4, select doctors orders. 

The report displays, as shown below. The Dr’s Orders Exp column shows when the patient’s 
doctor’s orders expire. The Dr’s Orders Visits Remaining column shows how many 
appointments remain to be used on the prescription. You can use both of these columns to 
identify patients who may be close to having expiring doctor’s orders, and then contact the 
patient’s doctor to determine if new doctor’s orders will be issued.  

1. Click the Dr’s Orders Exp column heading to sort the report by the date the doctor’s orders 
expire.  

Double-click on an account number (shown in a lighter 
color) to drill into a patient’s account. 

This column shows the 
number of visits remaining 
on the doctor’s orders. 
When this number gets low 
it means the payer may not 
pay for future visits.  

Click the heading for this column 
to sort the report by the doctor’s 
orders expiration date. 

Then use the dates in this column 
to determine which patients have 
doctor’s orders that are expiring 
in the near future. 
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This example shows: 

 A number of patients with no doctor’s orders. No action is necessary for these patients. 

 One patient has doctor’s orders that expire over two months in the future. No action is 
necessary for this patient.  

2. Scroll the report to the right to see the remaining columns of the report. These columns 
include the patient’s doctor (Ref Phys Name) and the doctor’s phone number (Ref Phys 
Phone). You can use this information if you need to contact a doctor about expiring doctor’s 
orders. 

3. After you contact a doctor about expiring doctor’s orders, double-click on a patient’s account 
number to drill into  

 

 

 

The name and phone 
number for doctors you 
may need to contact. 
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Eligibility 

Eligibility defines a number of details about the patient’s 
insurance policy, including the period of time the policy is 
in effect. Once you enter eligibility information in the 
Eligibilities area of a case, you can track it using the 
Appointment Tracking report and know ahead of time 
when a patient’s insurance eligibility is about to expire. 
You can then let a patient know prior to their 
appointment that they need to take care of this.  

To see the eligibility report, create it as described in 
Setting Up the Appointment Tracking Report earlier in 
this document. For step 4, select eligibility. 

The report displays, as shown below. The Pri Elig Exp 
column shows when the patient’s primary insurance expires. 

1. Click on the heading for the Pri Elig Exp column to sort the report by the date the patients’ 
primary insurance expires.  

Double-click on an account 
number (shown in a lighter 
color) to drill into a patient’s 
account. 

Click the heading for this column to sort 
the report by the primary insurance 
expiration date.  

Then use the dates in this column to 
determine which patients have expiring 
insurance. 

This patient’s 
insurance is 
expired (the report 
is from 2/6/2015, 
and the expiration 
date was 2/4/2015). 
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This example provides some useful information: 

 For a number of patients, eligibility dates haven’t been entered. It would be a good idea 
to contact these patients for this information and then enter it in the Eligibilities area for 
the patient’s case. 

 One patient’s insurance expired prior to the appointment date. This patient should be 
contacted to find out if he has different or updated insurance coverage. 

 The last three patients in the list have insurance that expires at the end of the current 
year, so no action is necessary.  

If you scroll the report to the right, you can see other information, including tertiary insurance, 
appointment status, the provider, and the location. 

 

2. After you contact a patient and get updated insurance eligibility information, double-click on 
a patient’s account number to drill into their account where you can access their case and 
update their insurance eligibility information.  
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For More Information 

If you need more information about insurance authorizations, doctor’s orders, and insurance 
eligibility, go to the Library in the BMS Resource Center. Under BMS, expand the folder 
RevFlow Front Office Resources and then click on the QuickTopics or Tutorials folder. You 
can also find information about this subject in the folder RevFlow Resources for All Users. 

You can also use the Resource Center’s Knowledge Object Search to search for information.  

 

 

 

Revised 2-15-2017 
© 2017 BMS Practice Solutions  
All rights reserved.  

BMS Practice Solutions 
1222 Dewey Way, Suite E 
Upland, California 91786 
 
844-358-5817 

Training and Support questions: revflowsupport@bmsemail.com 
www.bmspracticesolutions.com 

You can search for 
information here. 

mailto:revflowsupport@bmsemail.com
http://www.bmspracticesolutions.com/


 

 

Scheduler: Canceling Appointments from List 
View 
QuickTopic 

This QuickTopic describes an easy way to locate and cancel a patient’s appointments. You can 
use List View to display all appointments for a patient, and then cancel individual appointments 
or cancel all appointments scheduled for the patient.  

Displaying List View of a Patient’s Appointments 

1. Display a patient’s information page by searching for the patient. You can do this using 
Patient Search above the left navigation bar or by clicking on Patient Information in the 
menu bar and then selecting Patient Search. In the picture below, Charlotte Smith’s patient 
information page displays. 

2. Click on View Schedule in the left navigation bar. 
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The scheduler displays in Patient View for the patient. In our example, this is Charlotte Smith. 

3. Click on the List View button on the upper-right side of the scheduler. 

The List View of the patient’s appointments displays. You can delete a single appointment or all 
of the patient’s appointments, as described in the next sections. 
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Canceling a Single Appointment 

1. In the List View window, select an appointment to cancel. The appointment must have a 
Status of Scheduled.  

2. Click on Cancel Selected Appt. 

 

A pop-up displays a confirmation message.  

3. Before you can cancel an appointment, you 
must select a reason for the cancellation. 
Click on the drop-down list and select a 
reason. 

4. Click Ok. 

The appointment is deleted from the scheduler. 
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Canceling All Appointments for the Patient 

1. In the List View window, click on Cancel All Scheduled Appointments. This only cancels 
appointments with a Status of Scheduled. No other appointments are canceled. 

 

A pop-up displays a confirmation message. 

2. Before you can cancel all the 
appointments, you must select a reason 
for the cancellations. Select a reason 
from the drop-down list. 

3. Click Ok. 
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Scheduler: Creating an Appointment 
QuickTopic 

You can quickly create appointments on the scheduler for new or existing patients. This 
QuickTopic explains how to: 

 Quickly set up a new patient while scheduling an appointment using the Quick Add Patient 
command on the Appointment dialog box.  

 Set up an appointment for an existing patient. 

 Set up an appointment for an existing patient who comes in for a new episode of care using 
the Clone Case button to quickly create a new case based on an existing case. 

Creating an Appointment 

1. Double-click on an available 
appointment time. 

 

 

The Appointment dialog box displays.  

At this point, you have two 
options: 

 Quickly set up a new 
patient using Quick Add 
Patient. 

 Search for an existing 
patient. 

Steps for each of these 
options begin on the next 
page. 

Once you have the patient 
set up, you fill out the 
information in the 
Appointment dialog box to 
create the appointment.  

 

Double-click on an 
available appointment 
time to begin creating 
an appointment. 
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Setting Up a New Patient Using Quick Add Patient 

1. Select Quick Add Patient from 
the top of the Appointment 
dialog box.  

2. Enter information in all the fields 
on the Add New Patient dialog 
box: 

 You must enter a phone number in at least one 
of the three phone number fields.   

 The Primary Phone and Reminder Type 
fields are handy ways to indicate the best way 
to contact patients with reminders for upcoming 
appointments. This information is then included 
in the Master Appointment List, which you 
can use to contact patients with appointment 
reminders.  
 
You can also use a third-party service called 
remindercalls.com to make appointment 
reminder calls, send text messages, and send 
emails directly from RevFlow’s scheduler to 
your patients. The Primary Phone and 
Reminder Type fields tell remindercall.com how 
to contact your patients. For more information 
about using the remindercall.com service, search 
for remindercall in the BMS Resource Center or 
go to www.remindercall.com.  

3. Click Save to save the information. Or, if you want to enter additional information, click 
Enter Additional Information. 

4. Complete the information in the Appointment dialog box as described in the section 
Entering Appointment Information. 

 

Creating an Appointment for an Existing Patient 

1. In the Appointment dialog 
box, begin typing the patient’s 
name. When a match 
displays, click on it to select 
it. 

 

 

http://www.remindercall.com/
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Entering Appointment Information 

1. Fill out the fields in the Appointment dialog box: 

 If the patient has more than one case, you must select a case from the Case drop-down 
list. 

 You must specify the Type of appointment. RevFlow uses this information to determine 
the length of time for the appointment.  

You don’t need to edit or change any of the remaining fields, but you can do so if necessary. 

2. Click OK to add the appointment to the schedule. 
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Creating an Appointment for an Existing Patient Who Comes 
in for a New Episode of Care 

If you need to schedule an appointment for an existing patient who comes in for a new episode 
of care, you can re-use the existing insurance information from the patient’s existing case. This 
saves you the time of having to enter the information a second time. 

1. Double-click on the schedule to select a time for the appointment. 

2. In the Appointment dialog box, search for and select the patient. 

3. Click the Clone Case button to choose the case to use as the starting point for the new 
case. 

4. In the Case drop-down list, select the case to copy. 

5. In the New Name text box, enter a name for the new 
case. 

6. Click Clone Case.  

7. On the Appointment dialog box, select the case you 
just cloned. 

8. Set up the appointment as described in the section Entering Appointment Information on the 
previous page. 
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Scheduler: Introduction 
QuickTopic 

This QuickTopic is a quick reference to basic scheduler features. 

Schedule Menu 

 You can view the schedule by Locations, Providers, Company or 
Practice. The Practice view is for the benefit of those companies that have 
divided their locations into sub-entities, such as regions, for reporting 
purposes. 

 When you view the schedule in Provider view, a dot is shown next to the patient’s name, as 
shown below right. The color of the dot indicates the status of the note for the appointment: 

 Red indicates that the provider has not 
created a clinical note for the patient for that 
appointment. 

 Yellow indicates that the provider has 
created a clinical note for the patient for that 
appointment, but has not signed it. 

 Green indicates that the provider has 
completed and electronically signed the 
clinical note for the patient for that appointment. 

Scheduler Header Bar 

 When viewing the scheduler, you use the header bar to change what you’re viewing.  

 Click on Day or Week to change the view of the scheduler. 

 Click on arrows to move forward and backward on the schedule. 

 Click on the calendar icon to go to a different date. 

 Click on Today to go to the current date. 

 Click on List View to create a printable list of appointments for the time period shown.  

Appointments 

 Icons in each appointment include insurance and facility icons. 

 When you hover your mouse over a patient appointment, patient information displays. 
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Patient Header 

 When you single-click on an appointment, the patient header shows the patient and his or 
her account information. 

 Hover your mouse over the “i” icon 
next to a patient’s name in the patient 
header to see detailed information 
about the case, such as plan of care 
information, the referring physician, 
doctor’s orders, and insurance 
information. If there is something in 
the patient’s account that requires 
attention, the “i” icon is red. In the 
picture at right, the red “i” icon 
indicates that insurance eligibility is 
expired.  

 Click on the “a” icon next to a 
patient’s name in the patient header 
to print a list of the patient’s 
appointments. 

 Click on the “r” icon next to a patient’s name in the patient header to print a receipt for a 
patient’s payment. 

 

Provider Availability 

 You can see provider availability in the scheduler. Times shown in dark blue are times when 
the provider isn’t available. Times shown in white are times when the provider is available.  

This information is summarized in the illustration on the next page. 
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Scheduler: Reports for the Front Desk 
QuickTopic 

RevFlow includes numerous reports. Each report can serve multiple purposes. Some are best 
suited for providers, some are best suited for owners and administrators, and some are best 
suited for the front desk. Many reports serve multiple purposes and span multiple roles. This 
QuickTopic provides information about scheduler reports and focuses on how front desk 
personnel can use them as work lists: 

 Arrived Appts W/O Charge for DOS 

 Master Appointment List 

 Appointment Tracking 

 Appts With Incomplete Patient Info 

 Open Appts for Past Dates 

For information about other scheduler reports, 
see the document Scheduler Reports for 
Administrators & Owners QuickTopic. 

Accessing Scheduler Reports 

To access scheduler reports, display the 
Reports menu, then select Scheduler 
Reports as shown in the picture at right. 

1. Click on Reports in the menu bar, then 
select Scheduler Reports as shown in the 
picture at right. 

2. Select the desired report. Once you select 
a report, the Report Selection page 
displays. It is shown on the next page. 
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Report Selection Page 

Regardless of the report you select, each scheduler report displays the Report Selection page.  

1. You can narrow down the scope of the report by selecting a Practice, Place of Service, or 
Provider. You can leave these fields at their default setting, or you can select an option 
from the respective drop-down list. 

2. You must select a From Date and a Thru Date. These dates pertain to the appointment 
dates that are included in the report.  

 

3. Click Run Report. RevFlow creates the report and displays it. 

 

Report Functionality 

All RevFlow reports include built-in functionality you can use to sort, group, and filter 
information. Many reports include totals at the bottom, and the totals update as you sort, group, 
and filter information. Fields shown in a lighter color are fields you can click on to drill into more 
information. You can print reports and export them to Microsoft Excel. For information about 
report functionality, go to the BMS Resource Center 
and enter the search words report functionality. 
You’ll find a video demonstrating these capabilities, 
as well as a QuickTopic.  
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Arrived Appts W/O Charge for DOS 

Appointments without charges cannot be billed. The Arrived Appts W/O Charge for DOS 
report shows appointments that patients showed up for (the appointment’s Status is set to 
Arrived), but no charges were entered.  

Use this report to see where you need to enter charges if you are manually entering charges or 
to remind therapists about clinical notes that are not finalized.  

 

If this report includes appointments that don’t have charges because the provider provided 
services free of charge (as in a pro bono situation), the provider should enter a zero dollar 
charge. The charge code used varies by clinic and the type of patient being seen. This allows 
the appointment to be included in visit counts in reports, but it isn’t included in this report. 

Master Appointment List 

The Master Appointment List report lists all appointments for a specified time period. You can 
print all appointments for a provider or location, for the day or week.  

This report includes patient phone numbers, so you can use it to make reminder phone calls or 
send reminder emails to patients. It also includes a wealth of other information, as shown in the 
pictures. The report is quite wide, and you need to use the scroll bar at the bottom of the report 
to see all of its fields. When you scroll to the far right side of the report, you can see copay and 
coinsurance information, as shown in the fourth picture for this report. 

Use these fields (and the 
fields highlighted on the 
next page) to make 
reminder calls to patients. 
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Use these fields (and the fields highlighted on the previous page) to 
contact patients to remind them of upcoming appointments. Notice the 
Reminder Type column, which specifies how patients prefer to be 
contacted. Some patients may prefer to receive an email reminder.  

These fields provide 
insurance information, such 
as copay and coinsurance 
amounts. 
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Appointment Tracking 

The Appointment Tracking report provides an easy way to specify a date range for upcoming 
appointments, such as the next day’s appointments or the next week’s appointments. Within the 
date range, you can select the Report Type:  

 Authorizations. Many insurance companies require that 
they issue an authorization before they’ll pay for any 
charges. The authorizations version of the 
Appointment Tracking report shows the date insurance 
authorizations expire as well as the number of visits 
remaining. 

 Doctor’s orders. Sometimes insurance companies 
require that doctors issue orders for treatment to occur 
within a certain period of time and/or for a certain number 
of visits. The doctor’s orders version of the 
Appointment Tracking report shows the date doctor’s 
orders expire as well as the number of visits remaining on 
the doctor’s orders. 

 Eligibility. You can see when a patient’s insurance eligibility is about to expire. You can 
then let the patient know prior to their appointment that they need to take care of this and 
provide new or updated insurance eligibility information.  

For each version of the report, the most current authorization, doctor’s orders, or eligibility 
entered on the case appear in the report.  

For information about creating and using this report, see the Scheduler: Appointment Tracking 
Report QuickTopic. This QuickTopic describes how to create and use each version of the 
Appointment Tracking report. You can find it by looking in the BMS library in the folder 
RevFlow Front Office Resources > QuickTopics, or by 
searching using the keyword tracking. 
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Appts With Incomplete Patient Info 

The Appts With Incomplete Patient Info report lists all appointments with a Status of 
Scheduled or Arrived where the patient’s information is incomplete.  Because the provider 
cannot complete his or her notes and the appointment can’t be billed until the patient’s 
information is complete, this report is very helpful to know where to focus efforts to update 
patient information thus making it possible to bill the appointments. Front Desk personnel should 
run this report on a regular basis and use it as a work list. 

There are two important features of this report that make it easy to update patient information: 

 The Missing Information column (the far-right column in the second picture below) lists all 
information that is missing from the patient’s information. You may need to use the scroll bar 
at the bottom of the page to see this column.  

 The Account Nbr column (the far-left column in the first picture below) is shown in a lighter 
color, which means you can double-click on it to drill into the patient record where you can 
add the information identified in the Missing Information column. 

 

 

Double-click on an account number to drill into 
the patient record, where you can enter the 
information identified in the Missing Information 
column (shown in the picture below). 
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Open Appts for Past Dates 

The Open Appts for Past Dates report lists appointments in the past that still appear as open 
on the schedule. It is important to be sure that the Status of all appointments prior to the current 
date have a Status other than Scheduled. Typically, when a patient arrives for an appointment, 
you set the appointment’s Status to Arrived. However, if a patient reschedules an appointment 
or simply doesn’t show up for an appointment, you need to change the appointment’s Status 
accordingly.  

You can use this report to work these open appointments in the past. If you don’t, appointment 
statistics won’t be accurate, and reports that reconcile Arrived appointments to other 
appointment statuses may not balance. 
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Scheduler: Rescheduling and Canceling 
Appointments 
QuickTopic 

This describes how to reschedule and cancel patient appointments. It also provides information 
on how to locate all appointments for a patient, which you must do in order to reschedule or 
cancel an appointment. 

Rescheduling an Appointment 

Rescheduling to a Different Time on the Same Day 

1. Click on the appointment and drag it to a 
different time on the same day. 

2. A dialog box displays. Select a reason for 
rescheduling. 

3. Click Save. 

 

Rescheduling to a Different Day 

1. Right-click on the appointment. 

2. In the pop-up menu that displays, select Reschedule 
This Appointment. 

3. Go to the date on the schedule where you want to 
reschedule the appointment. 

4. Right-click on the new time and date for the 
appointment. 

5. In the pop-up menu that displays, select Reschedule 
Appointment Here. 

6. Select a reason as described in the previous section, 
Rescheduling to a Different Time on the Same Day. 
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Canceling an Appointment 

Once you cancel an appointment, it no longer appears on the schedule. It does, however, 
appear in reports that provide information about patient reports. You cannot cancel an 
appointment with a Status of Arrived.  

1. Double-click on the appointment you want to cancel to open it. 

2. Set the appointment’s 
Status to CANCEL. 

 

 

 

 

3. A new field displays, 
called Reason Code. 
Select a reason for the 
cancelation.  

4. Click OK. 

 

 

Removing an Appointment Created in Error 

There may be times when you put an appointment on the schedule in error and you’d like to 
remove it and not have it appear in any reports. To do this, you void the appointment. 

1. Double-click on the appointment you want to remove to open it. 

2. Set the appointment’s Status 
to Void. 

3. Click OK.  

The appointment is removed 
from the schedule and doesn’t 
appear in any reports that track 
appointments. 
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Locating Patient Appointments 

1. Use Patient Search in the left navigation bar to locate the patient. 

2. When the patient’s name displays 
in the patient header, click on the 
“a” icon. 

A list of all appointments for the patient displays. You can use this list to identify when a patient 
has an upcoming appointment.  

 

3. If you want to you print the list to give it to the patient, it’s a 
good idea to filter the list by Status so you only print 
upcoming appointments. To do this, click on the filter 
symbol to the right of the heading Status and check 
Scheduled.  

4. Click Print to print the list. 

5. Click Close to close the window. 
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Scheduler: When a Patient Arrives 
QuickTopic 

This QuickTopic explains the steps you take when a patient arrives. This includes: 

 Changing the appointment’s Status to Arrived. 

 Entering the amount of any payments, including a copay amount. 

 Printing a receipt for any payments received. 

Changing an Appointment’s Status to Arrived 

When a patient arrives for their appointment, it is very important that you set the appointment’s 
Status to Arrived. Doing so sends a notification to the provider that his or her patient has 
arrived. It also ensures that accurate schedule reports are created to track patient volumes.  

1. Double-click on an appointment on the schedule to open it. 

2. In the Status drop-down 
list, select Arrived. 

3. If you are collecting a 
Copay, check the Pat. 
Payment Collected 
check box. Ent ering a 
Copay is described in the 
next section. 

4. Click OK to close the 
dialog box. 
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Entering a Copay 

After completing all steps in the previous section, the Unassigned Payments page displays in 
the secondary tab, beneath the row of standard tabs. You can toggle between the secondary 
tab and any other tabs you have open. The secondary tab makes it easy to toggle between the 
Unassigned Payments page as you collect and record a payment, and to continue to quickly 
access the schedule.  

Record the copay on the Unassigned Payments page as described below, and as shown in 
the pictures on this page.  

1. Enter the date of the payment in the Deposit Date field.  

2. Select Copay for Transaction Type. 

3. The Place of Service and Provider fields default to what is 
set up for the appointment, but you can change them. For example, if the patient ends up 
seeing a different provider than who they were scheduled with.  

4. Enter the amount of the copay payment in the Amount box. 

5. For Money Type, select the type of payment: Cash, Check, or Credit.  

6. If you select Check or Credit for Money Type, you must 
enter a number in the Check/CC Number box. If you don’t 
know the number, just press the space bar on your 
keyboard to enter a space character. You shouldn’t enter 
the entire credit card number; just the last four digits.  

7. For Payment Code, be sure to select Patient 
Paid in Office. 

8. If necessary, you can enter any comments about 
the payment. 

9. When you finish entering payment information, 
click the Add button. 

Tip. To quickly record the 
current date, simply enter 
two zeroes.  

CAUTION. Be sure you don’t 
enter the patient’s full credit 
card number. You should 
only enter the last four digits.  

Unassigned Payments page 
opens in the “secondary tab.” 



Scheduler: When a Patient Arrives QuickTopic 

Page 3 of 3 

Printing a Receipt 

1. Click the “r” icon next to a patient’s name in the patient 
header. 

2. In the dialog box that displays, select the 
payment for which to print a receipt. 

3. Click Print Patient Credit. 

4. The payment receipt displays in a 
window, as shown below. Click Print. 
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