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Three ways to begin an encounter:

1) Double click a scheduled appointment with an ARRIVED status

2) Double click an appointment with a SCHEDULED status and click the ARRIVE button

3) Right click a scheduled appointment and select Arrive Patient.

Three ways to begin an encounter:

The ! Icon
indicates an
appointment
from a
previous
day.
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To cancel an appointment:To cancel an appointment:

Right click the appointment and select Cancel Appointment.

PC, Established Patient



To edit a closed encounterTo edit a closed encounter

2) Double click to select a
closed encounter.

1) Click a date on the calendar to display
encounters from that date.closed

Click the Edit button to
edit the selected
encounter.

Click the Print button
to print the selected
encounter.

Encounters that have not been completed can be saved to be completed later.

To resume a saved encounter:To resume a saved encounter:

Double click the encounter in the Saved Encounters window.
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2) SearchClick to find the patient in the
database. The New Encounter window appears.

3) Select the patient’s name from the displayed
list, select an appointment type.and

1) Enter all or part of the patient’s name. Enter a
full name in <last>, <first> <middle> format.

4) OKClick to create a new encounter for the patient. An
appointment will be created at the current time, and the patient
information screen will appear.

To create a new encounter:To create a new encounter:
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Right click an appointment and select
to display the patient’s history.

Patient
History

Click to close the Patient History window.OK

To view a patient’s history:To view a patient’s history:
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Patient Information WindowPatient Information Window

Patient demographic
information appears in the
top half of the Patient
Information window.

Guarantor and insurance
information appears in the
bottom half of the Patient
Information window.

Summary: view a history of the patient’s
previous encounters.

Patient: view the patient’s demographic
and insurance coverage information
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Previous Encounter Summary WindowPrevious Encounter Summary Window

Diagnoses and procedures from all previous closed encounters
are displayed in the Summary window.

Click procedures and diagnoses you want to
select for the current encounter. A check
mark appears before each selected item.

ICD: record diagnoses for the current
encounter in the Diagnosis window. Any
diagnoses selected in this window will
be selected in the Diagnosis window.

Drugs: write prescriptions for the current
encounter.

Referral: make referrals for the current
encounter.

CPT: record procedures for the current
encounter in the Procedure window. Any
procedures selected in this window will
be selected in the Procedure window.

Linkages: view possible linkages* of
diagnoses for a given procedure or
procedures for a given diagnosis.

allowed
allowed

* : Possible linkages are intended for decision support only. Source:
, Info-X, Inc., April 1999.

Note CPT/HCPC8 to ICD9 Crosswalk
datafiles based on Local Medicare Review Policies (LMRP)
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Procedure (CPT) WindowProcedure (CPT) Window

Click the procedures you want to select. A check
mark appears before each selected item.

Search: add new procedures to
your encounter form. See next page
for details on adding procedures.

Description: sort the list in alphabetical
order.

Preferred: sort the list as it appears on
your encounter form template.

Cancel: stop working on this encounter.
If you are working on a saved encounter,
it will remain saved without adding any
changes you may have made.

Close: close this encounter and change
the appointment status to Departed.

Print: view or print the encounter form for
this encounter.

Save: save this encounter in its current
state and return to it later.

Code: sort the list in numerical order.
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Find Procedures WindowFind Procedures Window

Enter keywords to search
for, and click Search or
press Enter.

Select the procedures you
want to add from the list. A
check mark appears
beside each selected
procedure.*

Click OK to add the new
procedures to this
encounter. The procedures
will remain until

is closed.
this

encounter

* Note that procedures added from the Find Procedure window apply to this encounter only. They will not be
added to your encounter form template. Use the Template Editor to add procedures to your encounter form.
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Diagnosis (ICD) WindowDiagnosis (ICD) Window

Enter keywords to search for, and
press Enter or click Search.

Select the diagnoses you want to
add from the list. A check mark
appears beside each selected
diagnosis.*

Click OK to add the new
diagnoses to this encounter. The
new diagnoses will remain until
this encounter is closed.

Click the diagnoses you want to select. A check mark
appears before each selected item.

* Note that diagnoses added from the Find Diagnosis window apply to this encounter only.
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