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Overview of the System

The following sections provide an overview of the eClinicalWorks v1le application.

Logging into eClinicalWorks

To log into the eClinicalWorks application:

1. User logs into Windows and user will see two eCW icons.
2. Staff clicks on the eCW EHR icon.

3. Enter the user Login ID and Password:

4. Click Sign in.
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Logging Out of eClinicalWorks

eClinicalWorks highly recommends that users should log out from the application using the Log Out button in the

Profile window. Using this button ensures the security of the entered data and enables the application to shut down
properly.

To log out of eClinicalWorks:

1. Click the Patient photo to display the Profile window.

2. Click Log Out:
O - eciinicaworks 11e B3
AP\ Willis,Sam

Join The Network and collaborate with
thousands of connected providers

| @Join The Metwork Learn more

LOG OUT
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eClinicalWorks Workspace

The Top Menu and Left Navigation Bar from previous eCW versions have been redesigned for V11le and replaced with

one icon-based Main Menu navigation bar, which can be hidden from view when not needed.

the following table describes the eClinicalWorks V11e workspace:

E |° I:g'l |.1m- n 05 ;| r.lln-
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H ek indfar ] fling Rer l Wirw e I MEnimms I Hrernger . W Frogeeesibres | - l ark Frngre Kore | v l rre T m
Byoar WEIT TVRE ARETTRN FATIENT kiias kR REAST® L1z (g VST STATIES AER I TIRATIOY 0 STATHIS MOTFSSTS
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i
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Area Description
1. Main Menu = Click the Main Menu icon to display the eCW Menu and navigation
icons.

options.

ource not found.

= Click the eCW Menu, or a navigation icon to display additional

For more information about the eCW Menu, refer to Error! Reference s

= User Profile window
= Edit the profile photo
= View the user’s profile

2. User Profile window Click the user’s photo to display the following:

= Log out from the application

3. Patient Lookup icon Click to look up for patients and access the Patient Hub.
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Area

Description

4. Dashboard Taskbar

The taskbar provides a shortcut to information requiring attention and
indicates the number and urgency of pending lab results, ePrescription
requests, outstanding encounters, outgoing referrals, pending
document reviews, and unread messages.

For more information about the Dashboard Taskbar, refer to Quick-
Launch Buttons or Keys.

5. Workspace

The workspace displays the window related task that the user performs.
For example, for the office receptionist checking in patients, the
workspace displays the Resource Scheduling window, which displays the
day (or week) with appointments and blocked hours.
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Main Menu

Click an icon in the Main Menu to display additional options. Click an Option to display the corresponding window.

The following table describes the functionality available in each icon:

Doouments

Billing

il

Anahytics

Healow

0

Icon Description

Favorites Displays menu options configured as favorites by the user for quick access and
ease of use. To add a menu option to this Favorites icon, click the adjacent Star
icon.

eCW Menu Includes all the menu functionality from the Top Menu of previous eCW
Versions.
For more information about the eCW Menu, refer to Error! Reference source n
ot found..

Practice Access various scheduling windows (Resource Schedule, Provider and Resource
Schedule), and other short cuts (Progress Notes, Office Visits, Telephone
Encounters, Out-of-Office Visits windows).

PHM Access CCMR features within eClinicalWorks.

Registry Access the recalling system of the application (Lookup Encounter, Patient
Recall, etc.)

Referrals Access the outgoing and incoming referrals that have been assigned to the user.

Messages Access the internal messaging system and send and receive messages.

Documents Access patient documents, faxes, and eCliniForms.

Billing Access the billing modules, including the Encounters, Claims, Payments, ERAs,

and Batches windows.
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eCW Menu

This icon provides access to the File, Patient, Schedule, EMR, Billing, Reports, Fax, Tools, Community, and Help menus.

Use these menus to customize the application for a practice:

Insurances > | Provider Numbers i User Groups A Merge Patient

'I’\/. Pharmacies A Data by Fadility » | Templates A Change Password

Bl Attorneys A Referring Physicians/Insu... 7 | Acton Template A Print

R Employers A Refresh Counts 7 | Zip Codes A Collection Setup and Tran...
Registry

&
Referrals

a Lab Companies A Fadilities Additional Inf... i Set Favorites

Insurance Groups A Mandatory Fields » | Management

Case Managers A Fadilities i Security Settings

Messages Guarantors A Fadility Groups i Settings

The following table describes the options available in the eCW Menu icon:

Tab Description

File tab Update the system dictionaries (insurances, pharmacies, facilities, etc.), and
manage security settings, user settings, and other administrative settings.

Patient tab Look up patients, create new patients, and perform basic patient-related
operations.

Schedule tab Set and block provider or resource schedules.

EMR tab Customize the EMR system by configuring alerts, labs, diagnostic imaging, Order
Sets, etc.

Billing tab Customize the billing system by organizing codes, creating code groups, and

enabling billing options.

Reports tab Run eBO Reports® within eClinicalWorks (End-of-Day Reports).

CCD tab Export and import CCD information.

Fax, Tools, and Community | Configure additional administrative settings.

tabs

Meaningful Use tab Access Meaningful User reports.

Help tab Navigate to the Customer Portal and view current system information.
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Quick-Launch Buttons or Keys

The Dashboard Taskbar consists of menus and buttons that provide quick access to the areas of the application
practices use the most. Use the Dashboard Taskbar to access office visits, pending lab results, outstanding encounters,

outgoing referrals, pending document reviews, and messages.

The following table describes the functionality available in the Dashboard Taskbar:

® ‘0 -© 0 -0 0 .0 0

Click Button Link

E Click to open the e-Prescription window. Click to access electronic prescription options.

The number in the button indicates the
number of refill requests waiting for
approval. This number only displays for the
Providers and not for any other staff
member; other staff members will never see
this number change from 0.

N Click to open the Transcriptions window. Open the Transcriptions window to one of the
The number in the button indicates the following tabs:
number of transcriptions waiting for review. =  Dictation in Progress
" Open
" To be Reviewed
= Al
S Click to open the Office Visits window. Click to display the following options:
The number in the button indicates the = Review Progress Notes
number of patients marked as Arrived. This »  Office Visits
number displays only for providers and not *  Resource Schedule

for any other staff member; other staff
members will never see this number change

from 0.
D Click to open the Review Document window. | Click to display the following options:
The number in the button indicates the = Fax Inbox

number of documents assigned to the logged | =  Fax Outbox
in user by other staff members.

© eCLINICALWORKS, 2020. ALL RIGHTS RESERVED
BUSINESS ANALYSIS DEPARTMENT — CREATED FOR KATY TRAIL COMMUNITY HEALTH CENTER =10



Click

Button

Link

Click to open the Outgoing Referrals window.

The number in the button indicates the
number of combined incoming and outgoing
referrals. Click the button that has the
number to open the Outgoing Referrals
window or click on the R itself which will give
you a drop down and from there you can
select Incoming or Outgoing Referrals. The
total number of referrals assigned to the
logged-in user displays in parentheses next to
each link.

Click to display the following options:
" Incoming

= Qutgoing

The number in the button indicates the
number of new messages in the inbox of the
logged in user.

Note: Messages are not supposed to be
patient related, and that unlike the other
Quick-Launch buttons, they are private
between the sender and recipient.

T Click to open the Telephone or Web Click to display the following options (the
Encounters window. number next to each option indicates the
The number in the button indicates the number of encounters of that type assigned to
number of encounters assigned to the logged | the logged in user):
in user. = Telephone Encounter
=  Web Encounter
=  Accounts
= (Claims
= Action
= New Telephone Encounter
=  New Action
L Click to open the Labs or DI or Procedures Click to display the following options (the
window. number next to each option indicates the
The number in the button indicates the number of items in that category assigned to
number of labs, diagnostic imaging, and the logged in user):
procedures assigned to the logged in user. = Labs
" Imaging
=  Procedures
= Pending Approval
= Reconcile
M Click to open the Messages window. Click to display the following options:

= Inbox
= Qutbox
= Deleted Messages

= Patient Communication
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Click Button Link
E Refresh Count Click to Refresh Quick-Launch Button Counts.

Show or Hide Buttons

On the Progress Notes, the Show or Hide buttons enable the user to customize the workspace:

eclinicaworks 11 |[CY§ O O

= Left Show/Hide Button — Displays, hides, or conditionally hides the Patient Dashboard.

= Right Show/Hide Button — Displays, hides, or conditionally hides the Interactive Clinical Wizard (ICW —
formerly Right Chart Panel).

Click the Show or Hide buttons to set the visibility for the Patient Dashboard or ICW:

Color Description

m Displays the feature always.

E Hides the feature when the user is working in the Progress Notes sections. Click
the Expand icon to display this feature temporarily.

E Hides the feature always.
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Patient Lookup and Demographics Windows (Overview)

The Patient Lookup window and Lookup Options
Patient Look-Up Screen allows users to:

e Search for Existing Patients
e Register New Patients

e Access Patients’ Demographics and Patients’ Hub

Looking Up a Patient

To look up a patient:

1. Click the Patient Lookup Icon

Search Patient New (Copy) Mew = Delete Fe

Search by Name by| Name v | &| Search by DOB by DoB v Active v

Marme

Patient Name o Phone No Account No Last Appt Prev Name

Account No

Phane No

Subscriber No
Previous Name
Home/Work/Cell Phane
Medical Record No
Gurantor Name

<[> Patient Demographics Cancel
2. Select your search criteria from the drop-down options:

e Name e Account Number

e Date of Birth (DOB) e Insurance Subscriber Number

e Phone Number e Home/Work/Cellphone

e Previous Name e Guarantor Name

e Medical Records Number
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3. Type patient information in the search field, this will display a patient list. It will also search in the eEHX

directory also. Click on View to show results.

Patient Lookup @

Search Patient New (Copy) MNew = Delete ﬁ

Curran x| By Name v | & Secondary Search by v Active v

- Curran, Jeff, P 12/13/1960 04/12/2018
 Curran, Martha, M 03/31/1674  561-703-1234 04/04/2018

n Curran, Shannen 11/04/1986 232-031-2121 04/02/2018 Pending With Error 2/1

<l > Patient Demographics Cancel

© eCLinicALWORKS, 2020. ALL RIGHTS RESERVED
BUSINESS ANALYSIS DEPARTMENT — CREATED FOR KATY TRAIL COMMUNITY HEALTH CENTER "14



Accessing Patient Demographics

To access Patient Demographics:

Once the patient list appears, highlight the patient name and click on the “Patient Demographics” button.

Patient Lockup @

Search Patient Mew (Copy) Mew = Delete -ﬁ
curr{ xl by Name ¥ | &| Secondary Search by v Active v
Patient Name DOB Phone No Account No Last Appt Prev Name
1 Curran Jeff 12/13/1960 9141 04/15/2016
£ > I Patient Demographics I [ 0K l Cancel
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Patient Information Screen

Attt g

L Wame®
Frs Rame®
Frvious Name
Frefered hame
Asdneng Ling 1
AgGrert Une 2
Lt ]

Scape®

Home Pronms=

1234% Seraat

Les Cruces

L Dt | BROOS

5755555555

Exr

Cell Ko

Prefix A
Suffi hd
Wi Training
Walidaze
Cowncry U3

575-555.5555

Kt P-nmml

02OI0NZ 0815 Am

i Insurance*

Sed Pay

Subscriber Mo el

I M&mmwm.bna!m Mizcinfo | |Opsons «

NOTE:

‘Shding Fee schedule

Insured

DeseOf Birsne | 07011571 (-] Age 4TV
SSN | 000-00-0000 Mot Provided

Sl Set Emergency Contact

Reag P -
iy Y ApEATY Sewfemais
555555 o
Relgmen 1 Splf - patient Is the insured
Family Hub Select Remave
Emerpency
Contact
AszBalance | 0.00 Dezaily Gr.Eal
PrBaence | 000 Acc fnquiry

Mt Appt

Reterring Froweder . | ol
Rendering Fr. P0G -

Plarital Seatus

Lenguoge:

Single v

Erglish o |
Transiaoos

Higpasic
Ethinicity* Hispanic Or Latino

Charactenitic .
Esreh Oinder Ll

Relexse of Indo.* ¥

Box Mistory Consent * 1

m |8

Sigrature Date*

Astvancs Difecthng
Emp S1ams - | (Nane Sele.
Soudera St - | (Mot Sile—

Gestational Age

S.0./G.. fOF (Test, BH1 Tralning 47

g [ W Eirth Sex

) Male @ Female Uninown

O Lesbian, gay or homosexual

]
L
=
]
]
=

@

) Straight or heterosexusl

Bisexual

) Donotknrow
©  Choose not to disclose

Something else, please describe

M Gender Identity

Name
Male
Female
Female-to-Male (FTM)/ Tronsgender Male/Trans Man
Male-to-Female (MTF)/ Transgender Female/Trans Woman
Gerderqueer, neither exclusively male nor female
Chosse not o disclose
Additional gender category or ather, please specify

(] Transgender

=

01 Jul 1971 Account No: 150885 )

SNOMED Code
38628009
20430005
42035005
UNK

ASKU

1 OTH

SNOMED Code
446151000122109
445141000124107
407377005
407376001
446131000122102
ASKU

OTH

0=

e Select the appropriate language.
e [fthe patient needs a translator, please check the box off next to ‘Translator’
e [fthe patient doesn’t have an email id, it could be marked as ‘Not Provided’. Patients under the age of 13 do

not get to sign up for their own portal.
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ing with error 2/1

Boca Rio Dr

BN
City Boca Raton

State | FL Zip | 33433 Country | U5

Home Phone 5R1-703-1734 el Mo

e To Capture a patient’s picture, click on the ‘capture’ button and use the webcam to take the patient’s picture
(Not every patient at Ezras will want to share their picture but this only applies to those who does)

Patient Additional Information Screen

To access Additional Demographics Information, click the “Additional Information” button.

Patient Information { Curran,jeff) 0

Patient Information + Additional Information

[ ] Don't Send Statements [ Inactive M Structured
| General Information | Gear Al
M Street Address (if different then mailing address) ¥ Employer Address Name Value Notes
Address Line 1 Name Search By Name ® @ Veteran v
Address Line 2 Address Line 1 B [ Seasonal -
. m L Migrant v
City Address Line 2 —
8 [ Homeless Yes o
State Zi —
& iy 00 Homeless g .
Leave Message [ Home v | [ cel v State Zip S(a“i”'
O O Limited Englis ... v
Residence Type (Nene Selecied) () Work = .
L lraiteg L B [ Ppublic Housing v
VEC Eligisiley v @ Exclude from Registry Search 1t [ Reason patient ... v
(7] Use Street address for prescription [
MOMember ID 0 O Dsteofinelig.. o
Default Facility -
Plan Type | (NoneSelected)
MRN (External System)
Notes
Default Lab Company None v
¥ Deceased Default DI Company | Nene T
Date |Mm-Dd-Yyyy | [®| [0 Deceased
Registered On 04/08/2016 01:18 Am
Notes

Patient Docs l [ Consult Notes ][ Adv Directive l [ Addl Student Info @
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Understanding Demographics Mandatory Fields

In the Patient Demographics Screen, mandatory information is marked with an asterisk:

NOTE: There are mandatory fields in the “Additional Information” and “Structured data” that needs to be addressed.

All of these fields must be filled in to complete the registration process

Users will not be able to register a patient without completing these fields.

acourta | 150835 Brefx - m a7AIHETH (-] Age: 4TV
m Test Suftix A m Femrala A
m BH1 Wi | Training SSH | 000-00-0000 Mot Prowided
Frevious Mame Pargns ks Salecy Set Emergency Contact

] T AREATY Sexfemale

Freferved hame ;
ricere 5155558555 pl
ASdnaid Ling 1= 12345 Sereet
Reusizn 1 Self - paert is the insured
AgGrert Une 2
Family Hub Select Remave
Gy gy | Les Cruces Validaze S
Scaves | WM Tpt | BADOS Councry | US =l
Home Prones | 575-555.5555 CelNo | 575-555.5555 Ao Balance | 0.00 Desaily Gir. Bl
Wari Prong Ext - P Balance Q.00 At Inquiry
Errpl® Bine Pronides Mt Appt
Lagtdggt | O20RAI01Z OB:15 Am
i Insurance® SedPuy | Siding Fee schedule " Add |= Wpdate
i Mame State Subscriber Mo Rel Fnsured Co Pay Gerowp Mo

Mdrwlnhﬂrw-im:— Aert || Mise Info :Q'PbbﬂiA

PP e
Reterring Froveder s
Rendering P0G -
Marital Seatus Single v
Erglich
Translacor
T
Hispanic Or Latino
Characteniitic b

i
5
o &

Emp St1amus - | {None Sele..
Student Saatus - | (Nane Sele
Gestational Age

@ Cancel
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5.04G.). for (Test, BH1 Training 47 01 Jul 1571

Account Mo: 150885 )

3 J Male (% Female Uninawn
-
| Name SNOMED Code
Lesbian, gay or homosexual 38628009

1 Seraight or heterosexual 20430005 I
i ® Bisexual 42035005 |
1 0 Donotknow UMK I
2 Choose not to disclose ASKL [
5 ® Semething else, please describe . OTH Er
1 Il Gender Idenr_it'ﬁ I
1 Name SNOMED Code
[ Ll Male A46151000122109
4 W Female 4461410001 22107

] Female-ta-Male (FTM) / Transgender Male/Trans Man A07377005
1 ] Male-to-Female (MTF) / Transgender Female/Trans Woman 407376001

L] Genderqueer, neither sxclusively male nor female A46131000122102
7 [l Choose not mo disclose ASKU
] o Additional gender category or other, please specify o

Transgender
ITBS E Cancel

Note: For UDS requirements, patient age, gender, Race/Ethnicity and language must be captured.
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Accessing Patient Hub
To access the Patient Hub:
1. Lookup the desired patient from the patient lookup screen.

2. Click on the patient’s name.

Patient Lookup @
Search Patient New (Copy) New |« Delete ﬁ
[ Curran| >I‘ by Name v & Secondary Search by r Active r
Patient Name DOB Phone No Account No Last Appt Prev Name
1 Curran, Jeff, P 12/13/1960 9118 04/12/2018
— —
2 @ r Curran, Martha, M 03/31/1974 561-703-1234 9119 04/04/2018

3 n'an, Shannen 11/04/1986 232-031-2121 9120 0470272018 Pending With Error 2/1

<l > Patient Demographics Cancel
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3. Patient Hub displays:

Patient Hub (curran, Martha, M}

[ 5
& Curran, Martha, M 44Y, F mn [eY Advanced Directive | — | — | ) | — KRB
¢ 54175 Rio Dr. B P FL33433 Insurance : UNITED Healthcare
ks Rla D Bacs Rewen P Last uMsg - 2009/02/06 00:40:20 ,... Curran, Martha, M, 44Y, F as of 04/13/2018
% L561-703-1234 | [1561-703-1234 | mi 561-703-1234 pee - Willis, Sam ‘Ipmh\em List SNOMED
”, =mjeff.curran@eclinicalworks.com | £ 03/31/1974 Rendering Pr Willis, Sam + Global Alerts
< Account No: 9119 | Messenger Enabled: Yes
Procedure
| B Reminder
»
4 B Addional Time
i I ® © ©
illi Insurance Alert
‘_—’ [;%:‘ Bllllng Color of Hair Blonde o
Referral Patient Balance  : ($50.00) Color of Eyes Blue Labs DI Referrals ¥ Advance Directive ]
& Collection Balance : » Problem List Al v -]

Allergies Account Bal : 52.40
Allergi ccount Balance  : § . . . 0 O s Esophageal reflux

Collection Status
Assigned to . Actions Tel Enc  Web Enc [=] o 250,00 Diabetes mellitus without mention of

= complication, type |l or unspecified type,
not stated as uncontrolled

Encounters

1 Billing Alert Guarantor Balance
. - . . » Medication Summary
Account Inquiry | - Billing Logs Docs p2p Group By: Medication v - Al - A
» Amoxicillin 125 MG/SML Suspension Reconstituted: Taking
L i »C din 2.5 MG Tablet: Start
Appointments Progress Notes @Pat\ent Docs « | | Action - New Tel Enc e e “
L N . . 04/04/2018 09:45 AM »Crestor 20 MG Tablet: Start
ast Appointment :
e Facility . WMA:Westborough Medi Medical Summary ~ | | Devices v | | Logs * | | New Web Enc »Gaviscon 80-20 MG Tablet Chewable: Taking
VisionHx ty : :
Next Appointment : » Levaquin 500 MG Tablet: Start
— Medical Record (@ Consult Nates Letters >> a | | Send Message » Nexium 20 MG Capsule Delayed Release: Taking
-y
Bumped Appt: NONE Case Manager Hx: &8 Problem List - Flowsheets Print Labels ¥ Messenger - Lz D Tl 1 ey
: s er He: 5
v Allergies -]
_ eCliniForms >» a Dental Exam
Mew Appointment 0O N.KDA
» Immunizations |

Patient Hub

Note:
e The Patient Hub displays basic demographics, clinical and financial information.
e The Hub also allows the user to perform tasks associated with the patient:

(Ex: create a Telephone Encounter, Letter, New Appointment, etc.)

\. J
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Quick Access to the Patient Hub

The system will store up to 5 previously viewed patients. Take the following steps to quickly access their Patient Hub:

1. Click on the arrow next to the Patient Lookup icon.

4. Click on the patient name.

Patient Hub (curran, Martha, M)

Patient Lookup

Quick Registration

Insurance Participation by Provider

Curran, Martha, M

fi s ] B g y
& & curran, Martha, M 44v. F [[IE) [ [e Advenced Directive | P | f— | T | - il B
== @ 6417 Boca Rio Dr, Boca Raton, FL-33433 Insurance : UNITED Healthcare
7 Boca Ii . Boca Raton FL- Last uMsg : 2009/02/06 00:40:20 ,... Curran, Martha, M, 44Y, F as of 04/13/2018
= 561-703-1234 | 0561-703-1234 | & 561-703-1234 scp - Wiillis, Sam A\Probiem List sNOMED
y P I~
, mjeff.curran@eclinicalworks.com | 88 03/31/1974 Rendering Pr - Willis, Sam + Global Alerts
- ,ed Account No: 9119 | Messenger Enabled: Yes
ocedure B Reminder
~ |
4 O Additional Time
ImmiTinj Structured Data
0 0 0 Insurance Alert
‘_-} [E] B”“ng Color of Hair Blonde o
Referral Patient Balance ($50.00) Color of Eyes Blue Labs DI Referrals v Advance Directive !
Collection Balance * Problem List All v !
i Account Ba
Allergies Account Balance 5240 0 0 0 a e 530,81 Esophageal reflux
a Actions Tel Enc  Web Enc [= ] o 250.00 Diabetes mellitus without mention of
Encounters complication, type |l or unspecified type,
not stated as uncontrolled
- ! Billing Alert Guarantor Balance 0 0
+ Medication Summary
?‘ Account Inquiry | - Billing Logs Docs p2p Group By: Medication v - All - v
»Amoxicillin 125 MG/SML Suspension Reconstitured: Taking
@ L i » Coumadin 2.5 MG Tablet: Start
Notes Appointments Progress Notes @Pat\en( Docs » | | Action 7 New Tel Enc
Crestor 20 MG Tabler: S
5 Appointment - 04/04/2018 09:45 AM Hirestar SRS fabler start
VisionHx WMA:Westborough Medi Medical Summary ~ | | Devices * | | Logs | | New WebEnc »Gaviscon 80-20 MG Tabler Chewable: Taking
Next A . o » Levaquin 500 MG Tablet: Start
ext Appointment §
Faciliy Medical Record @Consul( MNotes Lemers »>» & Send Message ¥ Nexium 20 MG Capsule Delayed Release: Taking
o _ Froblem List + | Flowshests Printlabels ¥ | Messenger = DT TS LS UL
Bumped Appt: NONE ~ Cas= Manager Hx: a@ R
v Allergies ]
. eCliniForms >» a Dental Exam
New Appointment O NKDA
¥ Immunizations |
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The Resource Schedule

Overview

The Resource Schedule screen is the “Home Screen” for the front office staff. This screen allows users to schedule
appointments, check patients in and out, confirm appointments, and cancel appointments. The Resource Schedule can
be accessed by clicking on the resource scheduling icon from the Practice Band or by hovering over the ‘S’ and choosing

‘Resource Schedule.’

14 Mar ¥ || 2018 ¥ >

< 57 ¢ 3R e BO 0O @ B8 Facility~| Il zelecred .|
e e 5| | o

E Willis,Sam A
Calendar View . 08:00 am
08:15.am

n 12 13 14 15 16 17

08:30 am
18 19 20 m 22 23 24 08:45 am
25 26 27 28 28 ELI- ['1/01/1970 (345) 454-5454 5DR PEN
“Jump” back to
today

@ My Providers 10:00 aM
10:154m

] Al 10:30 am
1045 a0

Q Search..

¥ Willis,5am A
[ Amatya,Kiza 11:00 am
[ ] Jones,Mary 11:154m
[ SmithJohn 11:304m

Provider/Resource Selection

12:00m

12:15em
a . | 12:45 M

01:00 P
i Al 01:15 P
[| AroraVarun l 01:30pm |
] Cline,Erin 01:45pm
[ Dalton,Gail 02:00 pm
"1 Dr.willis hospital 02:15 pM

(" )

Note:

e A user can choose to view the schedule for multiple providers/resources from the Resource Schedule
screen

e You can “jump” to a specific date by right-clicking on the Resource Schedule and selecting “Go To Date”
(see below)

. J
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Scheduling an Appointment

To schedule an appointment:

1.

W X N o v ok~ W N

Select the date from the calendar.

Select the Provider(s)/Resource(s) on whose schedule the appointment needs to be booked.
Double click on the desired time slot.

Select the Patient.

Select the Visit Type.

Document the Reason of the Visit.

(Optional) Document any General and/or Billing Notes.

Facility, Provider, Resource, and Time will be calculated automatically.

Click ‘OK.

Appointment on Wednesday, March 21, 2018

Patient* [ ,Jeff, P x r\amev | Info | | Hub | [ ] NewPT.

Curran, Jeff, P | £2 060ct2013 | & 561-703-0241 | = szipramodm@gmail.com [ |

& Appointment

[P Ty Westhore Medical, ~ | PO5 19 BrotEr Sam A -
Dept Resource* - Sam A

Date* | 93/31/2018 = Claim Provider Email . _—

Time* | giart Time | = End Time -
M Visit D\ fé\
Visit Type? I O | Enter Visit Type @ - I Hessun IEr‘t-e-‘ reason I
Visit Status O | PEN (Pending) - Diagnosis

g Pager Status | Transition Of Care |

M Billing
Open Cases ¥ Case Manager N
Billing Notes

5

General Motes @

Co-Pay/ Claim changes for this visit only
|_| Change co-pay for this visit

|_| Non-billable visit

| ¥ Encounters | | [3, Find | @ Logs | +* Referrals | | Checkout | @ Bubblesheet

I Charge Details | eCliniForms
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Additional Buttons and Sections on the Appointment Window

Claim Provider allows you to configure billing related information. (Rendering, pay to, and supervising provider)
Visit Status allows you to change the status of the appointment. (Pending, Confirmed, Arrived, Canceled, etc.)
Case Manager allows you to add workers comp information to the appointment.

Add any billing related information to Billing Notes.

A

Document general information about the appointment or patient with General Notes. (Patient is running late,
owes money from last visit, needs forms updated, etc.)

Appointment Right Chart Panel allows you to view and collect payments from the patient.

Change co-pay for this visit allows you to manually change the copay for today’s encounter.

Manually mark appointments as non-billable by checking off ‘Non-billable visit.’

v x® N o

For dental visit Treatment plan will be accessable to select the procedures to be done for the visit. (Treament

plan needs to be created from the initial visit for this button to be available)

Appointment on Wednesday, March 21, 2018

, Jeff P

Patient* ,Jeff, P X |Namew| 84 | Infa | | Hub | || Mew PT.
e 03/21/2018 08:00 AM
Curran, Jeff, P | 2 06 0ct2013 | & 551-703-0241 | &= saipramodmi@gmail.com ] A Registration Rules
¥ Appointment Mo registration rules to show
(T3 Westboro Medical, ~ | POS 41 bEcrien iam - © Charges & Co-pay Details 28
o
Dept o Resource Sam A M Toral Charges 0.00
Date* | g3121/2018 | Claim Provider Email Allowed Fee 0.00
Time* | 08:00 am - 08:15am | - Co-Pay 25.00
. Patient Portion 0.00
;Visit @
VisitType* @ /U (Follow Up Visit) - L re— Patient Total 25.00
2 - . Balance 25.00
Visit Status : IENICSES
O | PEN (Pending) -
I = U I —— 20 Patient Account Summary
Transition Of Care
o - Guarantor Balance 704414
& Billing @ Account Balance 15572.69
Open Cases ——rre———
I = i | x I Insurance Balance 10504.55
Billing Notes @ | SI Patient Balance 5093.14
Cenerallores UnPosted Payment 25.00
@ Credit(s) 0,00
Co-Pay/ Claim changes for tl( 7 t only 9] Insurance Eligibility
| Change co-pay for this visit @ NotVerified Check
RX Eligibility
| Fa Encounters | 2 Find | @) Logs | | «* Referrals | | iE Orders | | Checkout | @ Bubblesheet |'@' | | < |
I Charge Details | eCliniForms | Rx Eiigibiity | Miscinfo | Save And View o
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Rescheduling, Cancelling, and Marking Appointments as a No-Show

To Cancel an Appointment:
Navigate to the Resource Schedule.
Select the desired Provider/Resource.

Select the date of the appointment from the calendar.

Change the Visit Status to ‘CANC (Cancelled).’

1

2

3

4. Locate and double-click the appointment.

5

6. Document the Reason for the cancellation under the General Notes section.
7

Click ‘OK.
Appointment on Wednesday, March 21, 2018
Patient* Jeff, P ¥ [Name »| 84 | Infa | | Hub | [ | Mew PT.

Curran, Jeff P | 5 06 0cc2013 | ¢ 561-703-0241 | &= jeffcurran@gmail.com 3 |

¥ Appointment

Facility* Family Medicine: - | POS Iqq Provider* Sam
Dept Resource* Sam A
Date* | g3/21/2018 B | Claim Provider Email
Time*  0g:00am | ~ 08&15am | ~
i Visit
VisitType* @ | F/U (Follow Up Visit) - Reason |p ... .
- 5 ] .
Visit Status I B  CANC (Cancelled) & vI Diagnosis
[ — ] Transition Of Care
M Billing
Cpenjiases ¥ Case Manager | N |
Billing Notes |?|
General Notes @
&
Co-Pay/ Claim changes for this visit only
|_| Change co-pay for this visit
| | Mon-billable visit
FA&Encounters | 04, Find | (@) Logs | | +* Referrals | | iE Orders | | Checkout | & Bubbl-&sl"e i

Charge Details | eCliniForms | RxEligibility | MiscInfo | Sawve And View
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To Reschedule an Appointment:

1.

A

Right-click on the original appointment and select ‘Copy.’

~ = ¥ Edit..
— o X cut G‘\

O 00| B

&

Create copy for family

Cancel all for this day

Reschedule Appointment

Bump Appointment
£ Set Global Alert

View Speciality Forms

View Progress Notes

View Billing Summary

Double-click on the original appointment.

Change the Visit Status to ‘R/S (Rescheduled).’

Click ‘OK.

Appointment on Wednesday, March 21, 2018

Patient* wo Jeff, P

Curran, Jeff, P | 5§ 060cc2013 | & 561-703-0241 | i

M Appointment
Facility* Westboro Medical; + | POS |11
Dept
Date* | o3/31/2018 B | Claim Provider
Time* | 0g:00 am - 08:15 am -
I Visit
VisitType* @ F/U (Follow Up Visit) -
A0
visitstatus g R/S (Rescheduled) (3 - |
=
M Billing
Open Cases T Caze Manager |T|
Billing Notes |?|

General Motes /4\

Co-Pay/ Claim changes for this visit enly
|| Change co-pay for this visit

|| MNon-billable visit

Messenger

Letters

Delete

® MName | 2

Print Schedule
Print Visit Summary

Print Encounter Form...

Print Appointment Card
Check Eligibility (ALL)
Check Eligibility

Service Authorization

Print Encounter Form(Word)...

Print Encounter Form(Choose Template)...

Document the reason for rescheduling under General Notes.

&5 x
| Info | | Hub | || NewPT.
@gmail.com [ |
Providers Sam -
Resource* | Sam A -
Szl Dgmail.com
Reason

Diagnosis

Transition Of Care

Enter reason

| K& Encounters | 3, Find | @) Log= | | «? Referrals | |

i= Orders | | Checkout | @ Bubbleshesg

I Charge Details | eCiiniForms | RxEiigibilty | Miscinfo | Save And view
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6. Select the new date and time on the Resource Schedule.

7. Right click on the slot and select ‘Paste Appointment.’

07:30 am
0745 am
08:00 am
08:15am
08:30 am
08:45 am
09:00 am
09158
09:30 am
0945 am
10:00 am
1015 am
10:30 am

8. Open the newly created appointment and make any necessary adjustments.

New Appointment

s Mew Group Appointment

Mew Block

Resarve Slot

Paste Appointment ®-I

Go To Today
Go To Date

Print Schedule

9. Click ‘OK’ to save and exit the appointment window.
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Documenting No-Shows:
1. Go tothe Resource Schedule.
Select the desired Provider/Resource.
Select the date of the appointment.

2

3

4. Locate and double-click the appointment.
5. Change the visit status to ‘N/S (No-Show).’
6

Click ‘OK.

Appointment on Wednesday, March 21, 2018

Patient* Jeff, P X | MName »| 8 | Info | | Hub | ] MewPT.
Curran, Jeff, P | S8 06 0ct2013 | &, 561-703-0241 | &= ™ @gmailcom [ |
¥ Appointment
Earlinyg Family Medicine: ~ | POS 4y BT Sam -
Dept Resource* Sam A -
Date*  g3121/2018 B | Claim Provider Email @gmail.com
Time* | 08:00 am - 08:15 am -
N Visit
Visit Type* | @ | F/U (Follow Up Visih - Reason | Enter reason
Visit Status I B | N/S (No-Show) \_5/ - I Diagnosis
=2 Transition Of Care
W Eilling
Open Cases T Caze Manager |T|
Billing Motes |?|

General Notes

Co-Pay/ Claim changes for this visit only
|| Change co-pay for this visit

|| Mon-billable visit

| F8 Encounters | [3, Find | @ Logs | | + Referrals | | iZ Orders | | Checkout | [£) Bubbleshe m| | |§|

l Charge Details | eCiiniForms | RxEiigibility | Miscinfo | Save And view

( vore: )

e Do not delete a Cancelled, Rescheduled or a No-Show appointment, as you will not be able to run a

report on the number of those appointments.
e An appointment cannot be marked as Cancelled, Rescheduled, or No-Show if there are any charges

associated with the appointment (co-pay or self-pay). The payment collected will have to be deleted

\ before the appointment can be marked with one of those statuses. )
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Bumping Appointments

The “Bump Appointment” feature can be used to create a list that contains all scheduled patients who the

Provider/Resource was unable to see that day. Multiple appointments can be bumped when blocking the provider’s

schedule.

To bump multiple appointments:

1.

2
3
4.
5
6
7

Launch the Resource Schedule Screen.

Click on the block icon. @

Select the provider(s) or resource(s) that need to be blocked.

Select the date/date range for the block.

Select the time for the block.

Document a description and any comments for the block.

Check the box next to ‘Move overlapping appointments to Bump List’ to bump all appointments within that
date/time range.

Select a color for the block.

Click ‘Save.’

Appointment Block

Provider & Resources ® Select Date(s) () Date Range

Type Provider/Resource '@5 [ lan @ m
(osaiaons x| [caioszois x

Time @ To L Al day event I

-Descri tion . .
P Provider out sick.

O,

Comments

A

7 —
ove overlapping appointment to Bump List. q Bump List o |

IBIm:k Color - v @
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To bump single appointments:
1. Right-click on the desired appointment.

2. Select ‘Bump Appointment.’

[?ITest, Alvaro 124141

Edit...
Cut

Copy
Create copy for family =

@ @ =< N

Cancel all for this day

Reschedule Appointment

Bump Appointment I
Set Global Alert

e

View Speciality Forms

View Progress Motes

View Billing Summary

Print Schedule

=

Print Visit Summary

Print Encounter Form...

Print Encounter Form({Word)...

Print Encounter Form{Choose Template)...

Print Appointment Card
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Managing the Bump List

The Bump List can be managed by clicking on the Bump List icon from the Resource Schedule. 2O
e The number on the Bump icon displays the number of bumped appointments.

e Appointments from the Bump List can then be rescheduled as required.

Bump List (%]

(] Patient & Provider & Resource Visit Type Notes Appt Date Start Time End Time Phone User Sam A v < 0372172018 = C’
(] Bam A amA Ann Visit 2017-08-11 09:00:00 09:15:00 7135, sam
ta EI [ ] March 21,2018
(] E"é' 2, Kiza J, Kiza ESTPT I:I 2017-08-08 09:00:00 09:15:00 713-5. sam 4= Willis,Sam A
- 02:00 am -
o u Mary Aary ESTPT 2017-08-03 12:00:00 12:15:00 999.3. sam 4=
fe EI 08:05 am
o |re I:I 2017-09-13  15:00:00 15:10:00 333.3. sam &l | 02:10am
Click here to reschedule the 08:15am
appointment. The system will ——
display available slots for the Restore the appointment to its
provider. original slot.
02:40 am
02:45 am
08:50 am
08:55 am
09:00 am ey 1/01/1970 (545) 454-5454 SDR PEN
08:05 am [Anthem 7359456
09:10 am
09:15 am
09:20 am
An SMS can be sent to patients 09:25 am
regarding their appointment 09:30am
using the Messenger button. i
09:40 am
09:45 am
Total Counts - 4 Prev  Page |1 of1 | Next Select appointment and paste on slot to reschedule. | -

Messenger
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Appointment Preparation

Printing a Provider Schedule

To Print a Provider/Resource schedule:

From Menu Band select File = Print = Print Schedule.
Select the Provider/Resource.

Select the date range.

Select the ‘Sort By’ order.

Select the facility.

A T o

Click the printer icon to print or ‘Export.’

Print Schedule '0

Display Providers & Resources at Facility

I Westhaoro Medical Assaciates v
@
Provider(s) & Resource(s)
All selected v

from [0321/2018 | P48) 1o [ozr21/2018 | P

Sort By (Sort option Applies to print only) O
4

Appointment Date, Time & ¥
[] Print Non Billing Visits
Print Schedule for the Facility @

Al |

D

6
D=

© eCLinicALWORKS, 2020. ALL RIGHTS RESERVED
BUSINESS ANALYSIS DEPARTMENT — CREATED FOR KATY TRAIL COMMUNITY HEALTH CENTER =33



Using Insurance Eligibility (IE Button and Right Chart Panel)

Insurance Eligibility is used to verify if a patient is eligible for insurance coverage on a specific date. Insurance Eligibility

can be run 2 ways:

1. Individual — Right-click on the patient’s appointment then select ‘Check Eligibility’ or you can check it from the

right chart panel in the appointment window.

Appointment on Wednesday, March 21, 2018

Patient* ,Jeff, P

¥ Name | 8q

[ Info | | Hub |

Curran, Jeff, P | 2 056 0ct2013 | & 561-703-0241 | = saipramodm@gmail.com [ |

¥ Appointment

FRE Westboro Medical, ~ | P95 |11
Dept
Date* | o3/21/2018 B9 | Claim Provider
Time* | 08:00 am - 08:15 am -
Vst
VisitType* @ | F/U (Follow Up Visit) -
Visit Status O | PEN (Pending) -
[ — ]
M Billing
Open Cases v Cazs Managsr | N |
Billing Notes |?|

General Notes

Co-Pay/ Claim changes for this visit only
|| Change co-pay for this visit

|_| Non-billable visit

Provider*

Resource®

Email

Reason

Diagnosis

u Sam A

Enter reason

| F8 Encounters | [, Find | @) Logs | | «* Referrals | |

|| MNew PT.

Transition Of Care

iZ Orders | | Checkout | m Bubblesheet |E| |§

, Jeff P
03/21/2018 08:00 AM

A Registration Rules

No registration rules to show

© Charges & Co-pay Details 58

Total Charges 0,00
Allowed Fee 0.00
Co-Pay 25.00
Patient Portion 0,00
Patient Total 25.00
Balance 25.00
49 Patient Account Summary
Guarantor Balance 704414
Account Balance 15572.69
Insurance Balance 10504.55
309314
25.00
Credit(s) 0.00
8] Insurance Eligibility
@ Mot Verified Check

RX Eligibility

I e i
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a
2. Batch — Check the eligibility for all patients by selecting the icon at the top of the Resource Scheduling

screen.

Eligibility Admin

Providers All Eligibilicy Payer Grp @ All ) Primary () Secondary () Tertiary
Facility Al -~ Insurance FR— a Eligioility Status | 5 | .
Appointment Dates 03/21/2018 m To |03/2112018 m [ submissian:include Eligiole = YES Transmission Status ALL v

PATIENT NAME CLRG HOUSE PCP SVC DATE INSURANCE POLICY STATUSY ELIGIBLE

Allows you to set the search Allows you to lookup, submit
parameters and print the Eligibility Report
Mo, of Result | 15 v ‘ Total Counts: 0 Prev  Page |1 | of1  Next Close
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Using Rx Eligibility (Batch & Individual)

Similarly, Rx Eligibility can be used to verify if medications will be covered during the visit and it allows for clinicians to
check external Rx history in the progress note.

To verify Rx eligibility for an individual patient:

1. Open an appointment.

2. Click on ‘Check’ under Rx Eligibility section in the right chart panel.
3. Click on ‘Check Rx Eligibility.’
4

Select ‘Set Formulary.’

)
[ NewPT. © Charges & Co-pay Details 38 -
Total Charges 0.00
Allowed Fee 0.00
Co-Pay 0.00
e Patient Portion 0.00
M Patient Total 0.00
ahoo.com Balance 0.00
20 Patient Account Summary
Guarantor Balance 72646.56
Account Balance 268.00
surance Balance 168.00
e | 100.00
[ UnPosted ent 0.00
Credit(s) 0.00
& Insurance Elisibilit\
@ Not Verified \ Ch
RX Eligibility \ 2
Nothing Check
Demograp Yy
Information
- Mone .
E Bubblesheet |ﬁ‘ |?|
[ o | concel |
Rx Eligibility [x]

Jeff, P £ 20131006 ¢ 561-703-0241 M Q2500 Madison Ave  Miami FL 01581

MRx Eligibility Plans @

Group ID Benefit Source Plan Name Retail Eligibility Mail Order Eligibility Primary/Dependent

¥ Rx Eligibility Details

Demographicinfo | I Set Formulary I
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To verify Rx eligibility for a batch of patients:
1. From Menu Band - Tools = Rx Eligibility & History Option = Run Batch Eligibility Check.
2. Select the ‘P’ for providers, ‘R’ for resources then select them from the drop-down.

3. Click ‘Run/’

K

A4 Run Batch Higibility Che... o
L4
Eligibility Chedk Error L...

R Rx History Error Logs
Registry

Configuration Info

Rx Batch Eligibility Check ®

Resource Type
| eror @ [an e |

Mote: Barch Eligibility Process takes several minutes to complete
depending upon nc:n ppointments for the day.

Cancel

NOTE: RX eligibility must be check during the checking process of the appointment.
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Patient Check In

Alerts

An alert window will appear after double-clicking on the patient’s appointment from the Resource Schedule window.

1
2
3.
4
5

Add any ‘Global Alerts’ by clicking on the gear icon.

Timestamp and free type in any ‘Billing Alerts.’

Insurance and Meaningful Use (MU) Alerts will appear automatically.

Payment Plan information will appear if that patient is enrolled in a payment plan for past due balances.

Click ‘OK’ to exit the Alerts window.

Alerts for a" & Jeff x
W Global Alerts fa
MName Motes @
. Information Missing  demographic inforration missing
. Reminder remind patient to bring their medication bottes with the
‘ Office Manaﬁer have the patient speak to office manager upon arrival
W Billing Alerts CIE

Sarm A 04/11/2018 08:59:56 AM EDT > Patient on monthly payment plan. @

M \nsurance Alerts

N MU Alerts

This patient has no insurance alerts.

©

This patient has no Meaningful Use alerts.

& Payment Plan @

Due Dat=: 05/11/2018

Payment plan Is pending.
Total Due Amount : $20.00
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Verify Demographics

1. Locate and double-click on the appointment.

2. Click on ‘Info’ to verify/update the patient’s demographics information.

Appointment on Wednesday, March 21, 2018 e
Patient~ Jeff. P x Mamew| 8o ub | | Mew PT. JeffP o) -
03/21/2018 08:00 AM
Curran, Jeff, P | 2 056 0ct2013 | & 561-703-0241 | = saipramodm@gmail.com [ | A Registration Rules
M Appointment No registration rules to show
Facility* : POS Provider* :
¥y Westboro Medical, ~ 1 am - © Charges & Co-pay Details 58
D R #
ept esource® | meuSamA - Total Charges 0.00
Date* | 31212018 B9 | Claim Provider Email Allowed Fee 0.00
Tme* 0g:00am | v 08&15am | v Co-Pay 25.00
o Patient Portion 0,00
Visit
isi Patient Total 25.00
VISitType* @ | F/U (Follow Up Visit) - REASON | [nr pencon atient Tota
. . Balance 25.00
Visit Status O | PEN (Pending) - Diagnosis
—— 29 Patient Account Summary
2 Transition Of Care
— Guarantor Balance 704414
& Billing Account Balance 15572.69
Open Cases e R
¥ | [ Cose Manager | | Insurance Balance 10504.55
Billing Mot
ting Notes |i| Patient Balance 5093.14
eenerallNopes UnPosted Payment 25.00
Credit(s) 0.00
Co-Pay/ Claim changes for this visit only @] Insurance Eligibility
|| Change co-pay for this visit @ NotVerified Check
|| Non-billable visit
RX Eligibility
-

| FAEncounters | 3 Find | @) Logs | | " Referrals | | iE Orders | | Checkout | [&) Bubblesheet |E| |§|

I i i
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3. Verify/Update Demographics Information:
a. Address. (Line 1, City, State, Zip and Country)
b. Date of Birth.
c. Phone Number.
d. Responsible Party.
e. Emergency Contact
f. Insurance Information.

g. Pharmacy Information.

4. Click ‘OK’ to save the updated information.

- Patient Information

Email.
Race.

Ethnicity.

k. Language.

Jeff, P - MRN:12345)

Q > =z
Account No o118 Prefix v Date @ 10/06/2013 E Age: 4Y SM PCP* Sam o | dr
Last Name* I I Suffix v * | Male v | 5.0JGl | . X
— Referring Provider Andrew | .. | clr
First Mame* IJeff I MI P SSN 161-42-1111 [CJ Not Provided
Rendering Pr./PCG* SamA -
Previous Name | Parent Info | | Select | | Set Emergency Contact ‘
Marital Status Married v
Resp Part -
Preferred Name e | bos:oisizot 3 Age:dY SM Sexmale d k .
Home:561.703.0241 e Language* English
Address Line 1* 2500 Madison Ave | Translator
Relation 1 Self - patient is the insured
Address Line 2 Race* White
Family Hub | | Select | ‘ Remove |
City Miami | Validate | Eapenty : N Ethnicity* Not Hispanic Or Latino | ...
Contact Relation'5pouse e
State FL Zip | 01581 Country |US %’v Characteristic STREET v
Detail: Gr.Bal
Home Phones | 561-703-0241 @ No | 000-000-0000 genae . 1557269 = B | ..o 1 v
S ‘A Inqui
WorkPhone | 561-703-0241 . D) e |l === Release of Infox | ¥
= Email I B Dgmail.com O Noe FfﬂV'dE@ h=mEl R Rx History Consent * | Scan |
LastAppt | 09/03/2017 05:00 Pm Signature Date 01/13/2009 =
) 9 » Advance Directive DNR | .. | (09/05/2012)
Pharmades (4) Contacts Attorneys Case Management Circle of Care
B Insurance® [ seifPay [ siidingFeeschedule | [ 1E | [ NewCase | | Master Fee Schedule v fada [+] [Upoae | | EmPSTs ! ~— JEmeyely
'; Name State Subscriber No Insured Co Pay d o Bl Al (None Sele...
©® P MedicorePartA MA 803247923847 1 = |eff P 25.00 il Gestational Age 35377

Additional Information |« | [ Talert | [ Miscinfo | [options« | [ Psac |

5. Inthe appointment window, change the Visit Status to ‘ARR.’

6. Click ‘OK’ to close the appointment window.
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Appointment on Wednesday, March 21, 2018

Patient* u = Jeff, P

B Jeff, P | £ 10/06/2013 | & 561-703-0241 | e

M Appointment

(FIEEy Family Medicine: - | POS gy
Dept
Date* | 9312172018 B | Claim Provider
Time* og:00am | 0&:15am |~

W Visit

Visit Type*

Bl | F/U (Follow Up Visit) m -
5

Wisit Status I @ | ARR (Check-In) N4 - I
L=

M Billing

Open Cases v Case Manager | N |

Billing Motes |?|

General Notes

Co-Pay/ Claim changes for this visit only
] Change co-pay for this visit

| Non-billable visit

¥ |MName | 85

[ Info | | Hub | [] NewPT.

@gmail.com [ |

Provider*

Resource®

EuED @gmail.com

Reason | pnter reason
Diagnosis

Transition OFf Care

| F&Encounters | 0, Find | @) Logs | | «* Referrals

| | iE Orders | | Checkout | m Bubblesheet | G

I Charge Details l eCliniForms l Rx Eligibilicy l Misc Info l Save And View
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5am -

Sam A -

Jeff P V]
03/21/2018 08:00 AM
A Registration Rules
Mo registration rules to show
© Charges & Co-pay Details 58
Total Charges 0.00
Allowed Fee 0.00
Co-Pay 25.00
Patient Portion 0.00
Patient Total 25.00
Balance 25.00
20 Patient Account Summary
Guarantor Balance 704414
Account Balance 15572.69
Insurance Balance 10504.55
Patient Balance 5003.14
UnPosted Payment 25.00
Credit(s) 0.00
8] Insurance Eligibility
@ MNotVerified Check

RX Eligibility
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Applying a sliding fee scale

As a part of the patient check-in process, front office staff will calculate and apply an appropriate sliding fee scale to the

patient. The steps for doing the same are outlined below:

1. In patient demographics, check the “Self-Pay” check box

2. Click “Sliding Fee Schedule” button located in the ‘Insurance’ section of the ‘Patient Demographics’ screen.

nsurance {0} Pharmacies (2) Contacs Amormneys Case Management Circle of Care
Insurance Ilil Self Pay | Sliding Fee schedule | IE | | New Case | Master Fee Schedule ¥ | Add |v| | Update
[ Name State Subscriber No Rel Insured Co Pay Group No

3. The sliding fee schedule window will then open up. The following tasks must be done on this screen: (please see

screen shot below)

Income Details - Sliding Fee Schedule Q

Patient Information » Income Details - Sliding Fee Schedule

|| Non Proof of Income (The patient will be set to 100% responsibility level) B Assigned Sliding Fee Schedule
¥ Guarantor Employment Details Poverty Level % () Sliding Scale Type
Hourly Rate *Hours worked Per Week *52 =Total Gross Amt § Status UnaAssigne Medical Resp
Bi-Weekly Income *26 =Total Gross Amt § Dental Resp
Copay Resp v
¥ Spouse Employment Details
Date 04711700 0 o017
Hourly Rate *Hours worked Per Week *52 =Total Gross Amt § Oa/21r2017 paszlizon
Fee Schedule
Bi-Weekly Income *26 =Total Gross Amt §

¥ Household Members

Find Add
¥ Other types of Incomes
[ Alimony || ChildSupport | SocialSecurity | ADC NAME e Bl
| Disability | Pension /" Retirement | Welfare Assistance
Il Second Part-Time Job || Other Income
{Monthly Amt) 0 0 0 0 Total Gross Amt § Mote
Notes:
M Income Status | Decumentation on Proof of Income ‘
Gross Income $ Annually A4 Proof of Income/Unemplyment
5 3 Picture Id
ependants
P 0 el \I Proof of Address Expire || Assizn fl| History |
Willis, Sam , Timestamp : Close

a. Enter the patient’s income appropriately in the “Income” field.

b. Enter the number of dependants in the “Dependants” field.

c. Click on the “Calculate” button. The system will automatically compute the sliding fee status for the patient
and display the details on the screen. The “date” option denotes the duration for which this patient’s sliding
fee status needs to applied.

d. If patient has provided the required documentation for his/her proof of income, check off the

“Documentation of Proof of Income” check box.

© eCLINICALWORKS, 2020. ALL RIGHTS RESERVED
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This documentation must be scanned into the system appropriately. Scanned documents can be accessed
from pt. hub = pt. documents.
Please note: that if this check box is left un-checked, the sliding fee will expire after the grace period. The

check box has to be the last thing check before the “assign” button is selected.

e. Click on the “Assign” button to apply the corresponding sliding fee status for the patient.

f. To look at Sliding fee level history, click on History in sliding fee window.
Note: . Household income needs to be completed for patients with insurance and non-insurance
follow the above steps then click on Sliding Fee Schedule again and expire the sliding fee. This is done to capture
patient’s income for UDS reporting

For UDS,household gross income and dependence has to be collected annually from all patients.

Income Details - Sliding Fee Schedule

Patient Information » Income Details - Sliding Fee Schedule

[ | Non Proof of Income (The patient will be set to 100% responsibility level)

& Guarantor Employment Details

Hourly Rate *Hours worked Per Week *52 =Total Gross Amt $

*Do not use ‘no proof of income’ box at the top left*
e Enter the Gross income

e Enter Dependents
e Select Calculate
e Assign
The system has recorded the patient income for UDS reporting purposes and assigned the patient to the highest slide

level with 100% patient responsibility.

Note: For UDS requriment income must be captured for all the patients.

© eCLinicALWORKS, 2020. ALL RIGHTS RESERVED
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Scanning Driver's License, Forms, and Insurance Cards

Licenses, forms, and insurance cards can be scanned directly into the patient’s chart in eClinicalWorks.
To scan documents:

1. Open patient demographics = Additional Info - Patient Docs.

Patient Information ( , Jeff) [x]

Patient Information * Additional Information B8

[] Don't Send S(a(emeLls [] Imactive [] Don'tadd finance charge [ ] Exclude From Collections ¥ Structured

General Information Student Information

| Clear H Clear All

M Street Address (if different then mailing address) ¥ Employer Address Name Value Notes
Address Line 1 Name [ 1) 442 Doyouha .. v x
Address Line 2 Address Line 1 0L 443 Doyouhav .. Toox
) B L 4adareyoul.. vox
city | County | Adldress Line 2 B J
[ L 4AS Areyoure .. v %
s z G —
e 1 e B [ 4A1 nail bitin ... v x
Lesve Message [ Home v [ cel v State Zip [ ) 443 doyou hav.., v X
Residence Type (Mone Selected) Leave Message [ Work v 0 ) 442 are youem ... %
B O ans v
VFC Eligitilty v [] Exclude from Registry Search B areyoure
[ Consentto Report Immunization [] Use Street address for prescription 0 L PCMH; Patient .. voox
0 [ PCMH: High cos
MOMember ID Default Facility - £ o
Plan Type (None Selected) MRN (External System) 0 L PCMH; Poorly ¢ v x i
0 [ PCMH: Secizl d ... Tox i
Notes Default Lab Company None v .
[ L) PCMH: Referral ... T i
e , Default DI Company | None M [ [ 442 High cost/ .. vox i
lecease:
- (] <
pate MmDavyyy| [ [ Deceased Registered On [ _4A3Poorlv con M
Motes

‘ Custom ‘

1
I Patient Docs monsult Notes H Adv Directive ‘ | Addl Student Info ‘ Cancel |

2. Click ‘Select Scanner.’

Patient Documents | mw Jeff) - INS Card Info.jpg

& Document List (z) © Show All
Date Scanned By Document Name

[ 01/16/2009 [®75. Sam INS Card Info.jpg &

[ 01/16/2009 c=em Sam Jeff @ w |D.jpg .

‘EH Update H Compare H Ink/Edit H?|

Description

Select Scanner E

| Close ‘
———— Sconned By: On:
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3. Insert the cards/paperwork into the scanner and click ‘Scan.’

4. Once the scanning is completed, check the box next to the file name and select ‘Attach.’

5. Click ‘Yes’ to delete the file after uploading it to the patient’s chart.

Scanner(Curran,Jeff)

W Scanner Profiles

somt mescors 7]
[Cseve | Csnens |

B Scanner Settings
opI 00 (&

Show Scan U (] Duplex [] ADF

!

<]

B File and Other Settings

Pages 0 Scan To Single File

FileFormat  [1PEG
{} &

Quality

FolderPath | C:AUsers\frank.slater\ = w >

v

FileName [DATETIME]

W Scan Driver
@ TWAN WA

Selected Files: 0

Ml Scanned Documents - C:\Users\frank.slater

O File FileSize

Date Modified

(a)

ED
Q

@ .

7] Delete sfterattach | Atizch | ‘Am:h as :|ng|ed0cum§nt‘| | sean o] | close

Successfully attached. Do you want to delete locally scanned file?

@'ﬁllﬂﬂl

('

\_

scanned

ote: Scanning Options

e Scan Duplex — Scan both sides of the document

e Show Scan Ul — Launch the Scanner’s User Interface

e Color Mode - Select the mode (Black and White, Grey Scale, Color) in which the document will be

~N
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Web and vMsg Enabling

To web enable a patient:

Click ‘Options’ at the bottom of the Patient Information screen.

Select ‘Web Enable.’

Document the patient’s email then click ‘Web Enable.’

temporary password.

Patient Information Jeff, P - MRN-12345)

Account No o118 Prefix b Date Of Birth* | 10/06/2013 m Age: 4Y 5M T
Last Name*® Suffix v Sex* | Male v | 5.0./G1 ‘
— Referring Provider
First Name® | |eff M P 55N 161-42-1111 [ Net Provided
Rendering Pr./PCG*
Previous Name Parent Info || Select H Set Emergency Contact |
Marital Status
Resp Pa -
Preferred Name PP | boB0m062013 Age-d¥ 5M Sexmale .
Home:561-703-0241 - Language
Address Line 1* 2500 Madison Ave
Relztion 1 Self - patient is the insured
Address Line 2 Race*
. Family Hub | | Select | ‘ Remaove
City Miami Validate Emergency " Ethnicity*
Contact Relation:Spouse
State | FL Zip | 01381 Country | US Address:6417 Boca Rio Dr T Characteristic
Details Gr.Bal
Home Phones | 561-703-0241 CellNo | 000-000-0000 Acet Belance = B | .o
7 rN 5068.14 Acc Ingui
WorkPhone | 561-703-0241 Ext ) PrBalance | 50681 (ceinguiry | Release of Info.+
= Email 1@gmail.com [ Not Provided Next Appt Rx History Consent *
Last Appt 09/03/2017 05:00 Pm | Copy Demographics Signature Date

| Medicscan

Web Enable v

ades (4) Contacts Arorneys Case Management

£ — | Optout of Paper Statement T oo
& Insurance oy P P [| [ | [ Mewcase | | Master Fee Schedule v
View Log
*,
1 Name % View Fee schedule Log [lo Rel Insured Co Pay
©® P Medicare Part A M4 P Curran, Jeff P 25.00

Generate Log
Registry Settings

rint Demographics

Additional Information ‘-| | !Aler‘t | | Misc Info‘TI Options ‘I [ PSAC ]

Patient Commu on Settings
| Jeff S5yrs, Male 2 13Dec 1960 & Q2 TECHNOLOGY DR WESTBOROUGH MA-D1581-1727 =&

¥ Communication Types

Web Enabled Zpme me Jeff is NOT web enabl
Enter Email 102 3
! Voice Enabled English Spanish
v "
| Text Enabled English Spanish
v
¥ Notes

Max 255 characters (255 characters remaining)

tog | [[Send Mescage Now |

© eCLinicALWORKS, 2020. ALL RIGHTS RESERVED
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¥ Reminder Types

Advance Directive
Gircle of Care

| Add v| | Update | Emp Status
Group No Student 5tatus
E Gestational Age

| Mare
Select All

Appointments

Lab Results

Health Maintenance

Rx Confirmation

General Notification

Parient opts out all practice communication

O (e |

. Once the patient is web enabled they will receive an email with a link to the portal and a username and

B o

Willis, Sam clr
Charles, Andrew clr
Willis, Sam A
Married v

English

[l Translator

White

Mot Hispanic Or Latino

STREET v

1 v

Y

‘ s

01/13/2009 [l

DNR (09/05/2012)

1 - | Employed ...
(None Sele...

35.3V7

EH Cancel |
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To enable the patient for vMsg:

1. Click on the speech bubble icon next to Ext in the Patient Information screen.

2. Make sure ‘Voice Enabled’ is checked off.

3. Check the ‘Text Enabled’ box to enable the patient to receive appointment reminder via SMS text.
4. Select the different ‘Reminder Types.’
5

Click ‘OK’ to save.

Patient Communication Settings [ x ]

e | eff 4yrs, Male £ 050002013 & 561-703-0241 Q 2500 Madison Ave Miami FL-O1581 &= @gmail.com
& Communication Types _I¥ Reminder Types | Mare |
Web Enabled [ & 7 isweb enabled [ select All
Username: test2 ¥| Appointments @
Enter Email ID: [ Lab Results
@ il. —
- Bgmail.com || Health Maintenance
| Edit ” Set Password || Reset Password || Unlock || Disable O Rx Confirmation
| Voice Ena '® English ) Spanish [ General Notification
2 Home (561-703-0241) A Morning ¥
¥ Text Enabled '® English ' Spanish
3 Cell {D00-000-0000) v
& Notes
Max 255 characters (255 characters remaining) [[] Partient opts our all practice communication

| Log |[ Send Message Now @ m| Close |
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Collecting Co-Payments & Payments for Previous Patient Balances.

Any type of patient payment can be collected by selecting Charge Details = Co-Pay or the Co-pay/Patient

Portion/Patient Total hyperlinks from the appointment right chart panel or from the patient Hub.

To Collect Copay/Payments:

1. Click on ‘Co-Pay’ from the appointment right chart panel or click on ‘Charge Details’ then select ‘Co-Pay.’

Appointment on Wednesday, March 21, 2018

Patient® Jeff, P ® Name~| 8,

Jeff, P | 88 10/06/2013 | & 561-703-0241 | (e

¥ Appointment

Facility* Family Medicine: - | POS gy
Dept
Date* | p3551/2018 B9 | Claim Provider
Time* | 08:00 am - 08:15 am -
N Visit
VisitType* @ | FfU (Follow Up Visit) -
VISTStatus ] | ARR (Check-In) -
=
W Billing
Op=nitazes b Case Manager | |
Billing Notes |?|

General Notes

Co-Pay/ Claim changes for this visit only
|_| Change co-pay for this visit

|_| Mon-billable visit

| Info | | Hub | || MewPT.

@gmail.com [ |

i *
Provider Sam

o
Resource Sam A

Email @gmail.com

Reason | pnter reason
Diagnosis

Transition Of Care

| ngncoun%{ 1 )a Find | @ Logs | | * Referrals | | i€ Orders | | Checkout | [&] Bubblesheet |E| |§|

Jeff P O
03/21/2018 08:00 AM

A Registration Rules

Mo registration rules to show

© Charges & Co-pay Details 58

Total Charges 0.00
Allowed Fee m 0.00
Co-Pay 25.00
Patient Portion 0.00
Patient Total 25.00
Balance 25.00

249 Patient Account Summary

Guarantor Balance 704414
Account Balance 13572.69
Insurance Balance 10504.55
Patient Balance 5003.14
UnPosted Payment 25.00
Credit(s) 0.00

& Insurance Eligibility

Mot Verified Check
(7]

RX Eligibility

© eCLinicALWORKS, 2020. ALL RIGHTS RESERVED
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Verify and enter the co-pay amount in the ‘Amount’ field.
Select the Payment Method from the dropdown options.

The check number can be entered in the ‘Check No.’ field.
Add a ‘Memo’ to the payment if needed.

Click on Auto Post Gr. Claims or Auto post Pt. Claims.

Click on ‘Print Receipt.’

® N o v B~ W N

Click ‘OK.’

Receive Payments Q

Patient Payment

Guarantor Jeff [se |  Bawcnme - Date 1/2018 )
DOB: 10/06/2013 Age: 4Y 5M Sex: M -

Infa . Amount - 5

Tel: 561-703-0241, Acct No: 9118 [nfo|  peposit pate = s 25.00 || 25.00 || Scan
WebEnabled: Yes | Hub | Pmt. Method Cazh

Facility Family Medicine . : Check No. @ ) ]

Memao I Unapplied Amount:0.00

M Patient Insurance (s)

Insurance:  Medicare Part A

Co Pay: 25.00
¥ Claims Paid (with this payment) | Auto Post Gr. Cims (F3) || Auto Post Pt cims (F4) || Auto Post |
Claim Id Patient Name Svc Dt Appt. Reason Clm Balance Pat Balance Payment
Jef 03/21/2018 | 25.00 |
Posted Ey:@am Locked By: Date e 3/21/2018, 4:09:59 PM
8
| PrincReceipt [ | visits | | Ciaims | | Delete | | PostceT | | save & nNew (D) oK (F8) | | cancelry)
Note:

e If any additional payments are collected (copay or old balance), the Front Desk can collect the entire
amount, specify the copay under the “Payment” Column (bottom of the screen), and document under

the memo section

\. J
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Linking a Referral to an Appointment

To associate an Incoming Referral with an appointment:

1.

2. Select the referral that needs to be associated with the appointment.

Appointment on Wednesday, March 21, 2018

Click on ‘Referrals’ at the bottom of the appointment window.

Patient® s Jeff, P

Foweme Jeff, P | 8 10/06/2013 | & 561-703-0241 | s o=

¥ Appointment

(e T Family Medicine: - | POS [y
Dept
Date* | 3212018 B | Claim Provider
Time* | 08:00 am - 08:15 am -
i Visit
VIStTYpe* g | F/U (Follow Up Visit) -~
VisitStatus g | ARR (Check-In) -
=
M Billing
Open Cases ¥ | | Caz=Maznzger | [ |
Billing Notes |?|

General Notes

Co-Pay/ Claim changes for this visit only
| Change co-pay for this visit

| Non-billable visit

X Namew| 85

[ Info | | Hub |

] MewPT.

@gmail.com [ |

Provider*

Resource®

Email

Reason

Diagnosis

Sam
Sam A

@gmail.com

Enter reason

Transition Of Care

— 1 B
| FaEncounters | 03, Find | @ Logs || * Referrals n‘éOrders | | Checkout | m Bubblesheet |ﬁ;| |£

Jeff P 5B
03/21/2018 08:00 AM

A Registration Rules

Na registration rules to show

© Charges & Co-pay Details 58

Total Charges 0.00
Allowed Fee 0.00
Co-Pay 25.00
Patient Portion 0.00
Patient Total 25.00
Balance 25.00

20 Patient Account Summary

Guarantor Balance 704414
Account Balance 13572.69
Insurance Balance 10504.55
Patient Balance 5003.14
UnPosted Payment 25.00
Credit(s) 0.00
@] Insurance Eligibility

@ NotVerified Check

RX Eligibility

I ) e

Referrals for 1 u Jeff P Q
Patient: ,Jeff P

[oeiew=] [new]

BC No Date Reason Referral From Referral To Speciality Start Date End Date Allow Used Visits -

10/08/2012 | chest pain

0170472012

10/08/2012
0170472012

10/08/2015
01/04/2013

W eReferral Requests

BC No Date Reason

(] 05/17/2012

© eCLinicALWORKS, 2020. ALL RIGHTS RESERVED
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Referral From

Referral To

= 0

Speciality

Start Date

0571772012

End Date Allow Used Visits -

05/17/2013 3 0
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3. Click the ‘Visit Details’ tab.

4. Select the visit that needs to be associated with the Referral in the “Encounter Name” drop down.

5. Click ‘OK.

Referral (Incoming)

‘

BT Jeff P, avres MALE

£210/06/2013 [EYes Acc#:9118 & 561-703-0241

From Insurance . |E| pos | 11
() Provider™ sam - Auth Type StartDate | 10/08/2012 Fxy
Facility - Auth Code Authorization Code End Date 10/08/2015 m
To Open Cases v e Received Date 032172018 [
Provider Arnold - Unit Type | V [VISIT) A e 10/08/2012 E
Specaly | — Specialities — T Arneld T Appt Date 032172018 | Time
Lauling M Priority | Routine v
Sub Status T
Status (8 Open Consult Pending () Addressed
Diagnosis / Reason Notes
Visit Allowed | 5 Visit Used | 3
¥ Details
Visit No Encounter Name Status
1 03/22/2014|PEN| PEN
2 04/08/2014| PEN| (4\ PEN
3 05/12/2014|PEN| ) g PEN
4 03/21/2018 | ARR| ARR
5

| Scan | | @ Armtachment (10) | | Logs |

© eCLinicALWORKS, 2020. ALL RIGHTS RESERVED
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Change Appointment Status

e Change the Status of the appointment from ‘PEN (Pending)’ to ‘ARR (Check-in).’

Appointment on Wednesday. March 21, 2018

Patient® e Jeff, P ¥ Mamew| By | Info | [ MewPT.

Curran, Jeff, P | £2 060ct2013 | & 561-703-0241 | & W= W @gmailcom [

& Appointment

Facility* POS |44 Provider*

Family Medicine: - Sam -
Dept Resource* =, 5am A -
Date* | 5372172018 [ | Claim Provider Email
Time* | 0g:00 am - 08:15 am -
&Visit
VisitType* w0 F/U (Follow Up Visit) - Reason | [o.iorreason
Visit Status @ |ARR {Check-ln}l - Diagnnsis
n B ARR (Check-In) - Transition Of Care

meilling | @ ARR(Ortho) (Check-In{Ortho))
Open Cases O ARR1 {(ARRT) _|
Billing Notes W CANC [Car‘-::elled]_ :|

O CANCPHOME (Voice) i
O CANCSMS (Voice)
B CHEK [(Check Our)

Co-Pay/ Clail @ CONFPHOME (Maice) -
[| Change co-pay for this visit

General Noteg

[ Mon-billable visit Payment Received 2500

| A Encounters | 03, Find | @ Log= | | ! Referrals | | iE Orders | | Checkout | [&) Bubblesheet |E| |§|

Charge Details Rx Eligibility | Miscinfo | Save And View

e The color of the appointment slot on the schedule will change to the corresponding color set for the ARR (Check-

In) visit status.

05:00 2
08:05 am
05:10 am
058:15 am
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Checking Out

Check for Orders

1. Open the appointment screen and select ‘Orders.’

Appointment on Wednesday, March 21, 2018

Patient* Jeff, P

X | |Name ~| 8o

o, Jeff, P | SE 10/06/2013 | { 561-703-0241 | e

¥ Appointment

Facility* Family Medicine: -
Dept
Date*  (3/21/2018 )
Time*

08:00 am -

W \isit
VisitType* @ F/U (Follow Up Visit)

Visit Status

=
W Eilling

Open Cases -

E ARR (Check-In)

Billing Notes

General Notes

Co-Pay/ Claim changes for this visit only
[ Change co-pay for this visit

] Non-billable visit

Case Manager |

POS |,

| Claim Provider

08:15 am -

B

[ Info | [ Hub | ] NewPT.

@gmail.com [ |

i *
Provider sam

Resource* Sam A

Email @gmail.com

Reason | Fnierreason

Diagnosis

Transition Of Care

(v

| F8Encounters | [&, Find | @ Logs ‘ | * Referrals | I iE Orders\lTCheckaut | [&) Bubblesheet |E| ‘§|

Jeff P v -
03/21/2018 08:00 AM
A Registration Rules
No registration rules to show
© Charges & Co-pay Details 59
Total Charges 0.00
Allowed Fee 0.00
Co-Pay 25.00
Patient Portion 0.00
Patient Total 25.00
Balance 25.00
20 Patient Account Summary
Guarantor Balance 704414
Account Balance 15572.69
Insurance Balance 10504.55
Patient Balance 5003.14
UnPosted Payment 25.00
Credit(s) 0.00
@] Insurance Eligibility
@ NotVerified Check

RX Eligibility

I 2 e i

2. Onthe Patient Orders Screen, you will see all the orders requested by the provider.

3. Double-click on any order to enter any additional details. (appointment date, authorization number, etc.)

)

N

Patient Orders ( = Jeff P )
I—w N Rx
Current Labs
Prescribed Med Direction
Description Schedule Date  Notes yamN In Office | Done
IHuma\ag 100 UNIT/ML, as directed, Subcutaneous, ,, I
Urinalysis, Routine 03/21/2018 w Yes No
HbATc 03/21/2018 No No
W Immunizations/Therapeutic Injections
Imm/T.Inj Name Date Given By Location Lot Number  Dose| Done
Current Diagnastic Imaging Future Diagnostic Imaging
Description Schedule Date  Notes In Office | Done
W Referrals
Doctor Name Reason Date Diagnosis
Schedule Date  Notes In Office | Done

Description
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Search and Schedule Follow-up Appointments

1. Double-click on the appointment slot to open the appointment and select ‘Search.’

Appointment on Wednesday, March 21, 2018

Patient® Jeff, P X MName~| 8 | Infa | | Hub | [ ] Mew PT.

Curran, Jeff, P | £ 06 0ct2013 | % 561-703-0241 | @= jeffcurran@gmail.com [ |

¥ Appointment

[z Family Medicine: =  POS 44 ERCUTErR sam -
Dept Resource* Sam A -
Date* 9352112018 | Claim Provider Email @gmail.com
Time* | 08:00 am - 08:15 am -
M Visit
VistType® @ | F/U (Follow Up Visit) - RESSON | 1oy romcon
Visit 5tatus O ARR (Check-In) - Diagnosis
=2 Transition Of Care
M Billing
Open Cases v Case Manager |T| Follow Up

Search
- — Reason :
EBilling Motes | < | @

General Notes

Co-Pay/ Claim changes for this visit only
|| Change co-pay for this visit

|| Mon-billable visit Payment Received 25.00

| K& Encounters | Cd Find | () Logs | | 7 Referrals | | iE Orders | | Checkout | [&) Bubblesheet |@ |§|

[ creeoeiis T ecinrorms [hceigony | miscinto | sovearoven | NSSREREET o |- ]|
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2. Select the Visit Type

3. Click on the “Adv” button to fill out additional information such as day preference, start date, etc.

4. Click Search.

Multiple Appointments Q

Patient JefF P x| Nome ~ [ 24 [nfo | [Hus | | AddtowaitList || wait List | Select Package v

wm JeffP.5Y,male | S 060ct2013 | & 561-703-0241 | @

Visit Type* @mn Facility* Providers & Resources™ Provider :

+ F/U (Follow Up Vi ¥ Enter reason All X v LSam A

Day Preference Start Date Start Time Finish Time MNext appointment after Start at the same time

ALL A 3w ¥ 0411172018 08:00 am - Time - [i] (W)

Package Name | save | | Delee | @ Exclude Blocked Slots (@ Exclude Booked Slots

5. Click on the ‘Book’ button to schedule the appointment.

6. Once the appointment is booked, a message will display stating ‘Appointments created successfully!’

Multiple Appointments [x]

Multiple Appointment * Search Result

Patient eff P % Nome~|2a] [info | [ Huo |

CurranJeff P, 5¥,male | £ 060ct2013 | ¢ 3561-703-0241 | @

& Search Results Date | [4/23/2015 @
Duration Starting at Visit Type Resource Facility
09:00 am w0 09:10 am  Apr 23,2018 F/U 1, Kiza Narthbora Medical Book
09:10 am o 09:20 am  Apr 23,2018 F/U memmm, Kiza Morthboro Medical Book
09:20 am to 09:30 am  Apr 23,2018 F/U nKiza Morthboro Medical Book
09:30 am o 09:40 am  Apr 23,2018 F/U 1, Kiza Northboro Medical Book
09:40 am o 09:50 am  Apr 23,2018 F/U memmm, Kiza Narthbora Medical Book

Prev - 2 3 4 5 Next
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7. Change the status of the appointment from ARR (Check-In) to CHK (Check Out).

8. Click ‘OK.
Appointment on Wednesday, March 21, 2018 = X
Patient* m Jeff, P X Name~| 8, | Info || Hub | [ | MewPT.

Curran, Jeff, P | 28 06 0ct2013 | % 561-703-0241 | &= P »o2gmailcom [ |

¥ Appointment

Rl Family Medicine: ~ | POS Provider®  yyijjis sam -
Dept Resource™  willis,Sam A -
Date* . B} :
ate* | 03/21/2018 [ | Claim Provider Email @gmail.com
Time*  08:00am | ~ 08:15am | ~
o Visit
VisitType* @ F/U (Follow Up Visit) - Reason ... ... .
7 i :
Visit Status I | CHK (Check Out) - Diagnosis
= Transition Of Care
M Eilling
Open Cases v Case Manager |T| Follow Up Search
Billing Notes |?| JEEE
General Notes 5 \Weeks
Co-Pay/ Claim changes for this visit only
[ | Change co-pay for this visit
[ | Mon-billable visit Payment Received 25.00
| F& Encounters | (3, Find | @) Log= | | «? Referrals | | iZ Orders | | Checkout | [8] Bubbleshes | | | 5 |

Charge Details Rx Eligibility | Miscinfo | Save And View
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Appendix A: Notices

Trademarks

eClinicalWorks®

eBO®

p2p®

eHX®

eClinicalWorks, eBO, P2P, and eHX, are registered trademarks of eClinicalWorks, LLC.

All other trademarks or service marks contained herein are the property of their respective owners.

Copyright
CPT Copyright Notice

CPT © 2017 American Medical Association. All rights reserved.

Fee schedules, relative value units, conversion factors and/or related components are not assigned by the AMA,
are not part of CPT, and the AMA is not recommending their use. The AMA does not directly or indirectly
practice medicine or dispense medical services. The AMA assumes no liability for data contained or not
contained herein.

IBM® Cognos®

IBM and Cognos are registered trademarks of IBM Corporation in the United States, other countries, or both.

© eCLINICALWORKS, 2020. ALL RIGHTS RESERVED
BUSINESS ANALYSIS DEPARTMENT — CREATED FOR KATY TRAIL COMMUNITY HEALTH CENTER =57



