Front Desk Process Flow v5

Check in patient:
1. Scan insurance card
A=k ¢ 2. Update profile and insurance information
(including appt. reminder fields)
3. Scan client files as attachments

Client arrives for
appointment?

Change appointment status

Front Desk changes

Complete

Front Desk or
Clinician completes

, Charge for service type to
to: no show, cancelled or missed appts? applicable billable
cncld>24hrs or re-schedule .
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Cancellation/No Show
form (if available)

Progress Note form
associated with the
billable service

Collect co-pay, enter
via Appointment
screen, save and

print receipt

CREDIBLE

Confidential and Proprietary
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Front Desk Staff

Client has a
current balance?

Collect payment,
enter via Payments
screen, save and
print receipt

Change patient
status to “arrived”

Send an IMto
clinician to alert that
patient has arrived

Patient is seen
and arrives for
check-out

y

Schedule next
appointment using
first available search

Appt. available
as requested?

Print appointment

Select Waitlisted
checkbox in appt.
screen & enter
preferred date/time
in Waitlist Notes
field

Front Desk or
Clinician runs Wait
List report

reminder

Is preferred
appt. date/time
available?

CREDIBLE

Maintain schedules

of resources (vans,
conference rooms,
etc.)

Run appt. history
report, contact
client to remind of
appt. & enter note
on appt. of reminder

Personally
contact client for
next appt.?

Change status of
original appt. to “re-
scheduled” & enter

preferred appt.

Client receive auto-
generated appt.
reminder

onfidential and Proprietary
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