
Administrative Intake Process v5
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Client arrives for 
intake

Mark schedule as 
“arrived”

Review existing 
record

View>
Profile>
Edit

Take and upload 
client picture

Scan/attach ID and 
other documents as 

necessary

1. Add/verify/
update insurance
2. Order/Payer/ID/
Start date?
Client>insurance>m
ark as pending>save

Scan/attach 
insurance ID to each 

insurance record

Collect co-pay from 
scheduled event

Bring Client to 
Intake staff’s office

Review existing 
client record

Begin 
Administrative 

Form Group 
from schedule

1. Complete forms
2. Obtain client signature 
(when necessary)
3. Discard unnecessary forms

Client arrives for 
intake

Review existing 
client record

Review client 
insurance record

1. Call to verify 
each insurance 
record
2. Update if 
necessary

Uncheck pending to 
enable payer

Ensure self-pay 
payer is intered

Complete 
liability to 
determine 

sliding fee (if 
applicable)

Review 
Financial 

Policies with 
Client

1. Consent to treat
2. HIPAA
3. Photo/audio consent
4. PHI use/disclosure
Initial Intake
5. Tx/attendance agreement
6. Acknowledgement checklist



Clinical Intake Process v5
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Client post 
Administrative 

intake

Review existing 
record

View>
Profile

1. Begin MDFT Staffing form
2. Determine level of care
3. Make recommendations for 
care

Clinical intake 
complete

Review existing 
record

View>
Profile

Begin Clinical 
Intake Form 
Group from 

schedule

1. Assign staff
2. Confirm review

Schedule client for 
appropriate services:

1. Psychiatric/med
2. Counseling 

Form Group includes:
1. Diagnostic Assessment T1023
2. Locus Assessment, nonbill
3. GAINSS

Includes:
1. Review meds
2. Psych assessment
XXXXXXX
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