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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. 

• Tips for using the schedule, including knowing when a patient arrives and accessing patient 
documentation from the schedule. 

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 RevFlow3 Schedule Overview Training Guide: 

• The RevFlow3 main window. 

• 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.  

If you aren’t familiar with this information, please review the RevFlow3 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, 
and your name or the name of another therapist. 

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.  
 

In the column for the date you want to book, locate the time 
you want to schedule an appointment, then double-click on an 
empty space in the lighter back-ground color in the schedule.  

The Appointment dialog box displays. 

 

Dark 
background 
color means 
the therapist 
isn’t available 

Light 
background 
color means 
the therapist 
is available 

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.  

 

!
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4. To locate the 
patient, begin typing 
the patient’s first or 
last name in the 
Patient text box. As 
you type, RevFlow3 
displays a list of 
names that match 
the characters you 
type. 
 
In the picture at 
right, 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. RevFlow3 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 

 Note 
The End Time indicates the time the appointment 
ends for scheduling purposes only. It DOES NOT 
indicate the actual time a patient leaves, and does 
not affect how charges are billed.  

Charges are billed based on how the provider 
assigns charges in the documentation (note) for 
the appointment. 
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8. The appointment’s Status is set to 
Scheduled. You, or the front desk, can 
change this later if the patient cancels 
or reschedules the appointment, or 
when the patient arrives. 

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 RevFlow3 window. When you open this interactive report icon, all appointments 
in the next 12 to 36 hours are listed. This is useful for the front desk, as it gives them an 
easy way to know who needs to be contacted with a phone call reminding them of their 
appointment. 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.” This way the front desk will know to do this 
when the 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, or 
the front desk, 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 if you want to schedule the appointment 
at a different location, select one from the Location drop down list). 

8. Click the OK button. 

The appointment is scheduled. Prior to the first appointment, you or the front desk should enter 
the other information about the patient. Entering complete information about the patient is 
covered in the RevFlow3 Patient Registration Training Guide. 

Temporary 
case 
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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 a few tips about using the 
schedule. 
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3 Scheduling Tips 

This chapter presents a few tips to help you use the schedule. They include: 

• Understanding what happens when a patient arrives. 

• Viewing patient documentation from the schedule. 

When a Patient Arrives 
When a patient arrives at the front desk, the front desk attendant opens the appointment and 
sets its Status to Arrived, collects a copay (if necessary), and enters the patient’s arrival time. 
This causes a notification to be sent to you (or to the therapist the patient is scheduled with).  

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.  
 

 

 

You can double-click on an appointment to see 
the Arrival Time. This is helpful if you want to 
make sure that a patient hasn’t been waiting for 
an extended period of time.  

Collecting Copays 

The front desk typically collects copays. In the 
rare case that you need to collect a copay, refer to the Collecting Patient Payment Training 
Guide. 

A green bar 
indicates the 
patient has arrived 
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Viewing Documentation from the Schedule 
Any time you are working in the schedule, you can quickly and easily view patient 
documentation. To do this, click on a patient appointment. This makes the patient the persistent 
patient, and his or her name appears in the patient header at the top of the window, along with 
information about the patient. 

To view the patient’s documentation, click on his or her name in the patient header. 

You can use this information to review a patient’s case before the appointment begins. 

Summary 
You now know how to tell if a patient has arrived, as well as how long he or she has been 
waiting. You also know how to view a patient’s documentation from the schedule. 

You are finished with the scheduling training guide series. You may want to learn about entering 
complete patient information. If so, please see the RevFlow3 Patient Registration Training 
Guide. 
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Click on a patient’s 
name to view his or 
her documentation 
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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 



RevFlow Schedule Overview Training Guide 

Page 7 of 14 

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. 
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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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