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Home Page Review
1. Incomplete Services
2. Critical/Expiring Authorizations
3. Notifications
4. To-do List

Review Services Lists
1. Select applicable filters (ex. 
unapproved, approved, red x, 
multi-stage, orphan, etc.)

Can approve? Yes
Approve services for 

billing

Set manual Red X 
and add To-do item 

for staff

No

End

Run Reports
1. Incomplete services
2. Visit conflict 
3. Daily tracker

Review Services Lists
1. Select applicable filters (ex. 
unapproved, approved, red x, 
multi-stage, orphan, etc.)

End

Run Reports
1. Appointment history
2. Case load
3. Pre-program closing*

* This report identifies inactive clients
Recommendations: 1. Configure custom red x for no client signature on service/visit type 2. Set Days Inactive Before Closing to 30 under Admin Tab > Billing Configuration > Program

Look at applicable Scheduler Team 
View to see employees with 
unaddressed notifications

TBD End

TBD End
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