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Patient Module  
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Searching For a Patient 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

•You can search by 
Name, Chart #, SSN#, 
DOB, Phone, Ticket.  
Once you choose how 
you are searching by 
Single Left Clicking 
on that option. 

•Type in the search information.  You 
can select the patient by Single Left 
Clicking on the patient and then Single 
Left Clicking on Select Patient. 
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Adding New Patients 
 
 
 
 
 
 

 
 
 
 
 

 
 

 

• Single Left Click on Add a 
New Patient.  A pop up box will 
appear. Complete that box and 
then Single Left Click on 
Accept. 

#1

#2

#3
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Adding Notes 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

•Single Left 
Click on Memo.  
A pop up box 
will appear and 
Type in note.  
*This note will 
note appear on 
any thing the 
patient will see. 

•Single Left Click 
on Notes and Type 
note. 
*This note will 
appear on patient 
print outs. 

OR 
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Adding Insurance 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 

 
 

 
 
 
   
   
 

 
 
 
  
 
 
 
 
 
 

•Single Left Click on 
Ins tab.  Single Left 
Click on New.  Type 
in or Choose 
information to 
complete this field.  
*Make sure you 

•To add a secondary 
insurance, Repeat 
Above except make 
sure you change the 
status to secondary.  

•To deactivate, Change 
the status to Expired-
Primary or Expired-
Secondary. 
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 Adding Diagnosis Codes 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 

Note: For hospital claims, be sure to 
input a date for Date Start Hosp (18).  
For Workers Comp/accident claims, 
be sure to complete Condition to state 
and Accident state. 

•Single Left Click on Dx.  
Single Left Click on New.  A 
pop up will appear, Enter the 
date.  Complete the fields. 
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Creating a Visit 
 
 
 
 
 

 
 
 
 

 
 
 
 
  
 

 
 

  

•Single Left Click on New. 
Enter Column Name and 
display order.  If you send 
email reminders Mark the 
column that would have 
email reminders.  Single 
Left Click on Close. 

•Single Left Click 
on Visits to get to 
the Visit screen.  

•Visit Summary

•Visit Detail

•Patient Summary



Page 8 of 11 

Adding Guarantors 
Note: Definition of Guarantor is the person responsible for the bill: Not  related to insurance 
policy holder. 
 
 

 
 
 
 
 
 
 
 
 
 
 
  

•From the patient 
demographics, 
Single Left Click 
on Grntr.  Single 
Left Click on 
New.  A new pop 
up window will 
appear, Type in 
all information 
and Single Left 
Click on Save. 
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Adding a Referring Provider 
 
 
  
 
 
 
 
 
 
 
  

•From the patient 
demographics, 
Single Left Click 
on Ref Dr.  
Single Left Click 
on New.  
Complete fields.   

Note: Required fields for completion are: Signature & NPI.  All 
other fields are optional. 
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Posting a Co-Pay 
 
 
  
 
  •Either Single Left Click 

on the green Post Copay 
button OR skip to the next 
step, by Typing in the 
Account box the method of 
payment for Co-Pay: Cash, 
Chk, Chrg.  Type in the 
amount of the co-payment 
and Single Left Click on 
Post. 

Note: Co-Pay amount comes from the 
Insurance page. 
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Creating Logs 
 

 
 
 
 
 
  
 
 
 

 
 

 
 
 

 

•To add a Log, 
Single Left Click 
on Logs.  A pop up 
box will appear, 
Single Left Click 
on New. 

•Complete the 
Type and Note. 
After completion, 
Single Left Click 
on Exit. 


