
Check out process

For the check out module to work you will need to enter eligibility and benefits
under the patient’s insurance profile

- Click on the insurance profile
- Click on check eligibility
- Once the PDF report comes in and there is a green checkmark next to the

insurance name you can then click on elig/benefits
- Once you click on elig/ benefits
- Click add new

- Use the drop-down to enter (Deductible, co-pay, co-insurance, out of pocket)
- Click save



Check out screen

- Click check out on the left-hand side of the screen
- You are now able to see all patients that are scheduled for the practice along with

all providers
- You can filter this from the top right side of the screen by the provider
- You can view patient information from this screen

- If you click on the patient you can view 2 categories cart and follow up



- Hovering over the patient's name you can see the appt card (important to review
to verify SELF PAY patients)

There are 3 major sections:
Patient balance- all patients past balances that are pending insurance/ or patient may
owe

- Can hover over the patient’s amount to see more info, can click into the claim



Medical charges & items- are related to today’s encounter which are estimated cost
for the appointment for today.

Medical Charges
- hovering over offers more information like the cost estimator

- You can edit the medical charges section (delete, add or make changes to CPT
codes)  This will ONLY affect the estimated cost, not the encounter itself.

- Click on edit then click on add new procedure to add a new CPT code. Or click
into the current CPT code to change the procedure code.

Items will show everything the clinical staff has ordered for the patient in the
exam.

- These are items that can be bought in office or cosmetic charges
- You can add an item by clicking add
- This will bring you to the financials screen where you add items, once you post

the item it will bring you back to the check out screen and add the information.

General information- details about insurance profile
- Click the drop-down arrow to see insurance profile information



- can edit this screen, change the fee schedule (very important to double-check
that the fee schedule is correct)
- Click edit to view general information and change fee schedule

*You can exclude items, balances, or medical charges by deselecting the boxes next to
the name.

Collecting payment new update
You now have the option for multiple forms of payment in the check out module.
Click payment options to select the payment methods your clinic accepts. For example:



● Cash, credit card, Square, check, care credit, gift card, paypal, Venmo, instamed,
Alphaeon Credit, and Brilliant distinctions.

● Once you select the payment methods you have the option to click apply to this
transaction only or save as default settings

When you are ready to collect payment
- You can now add any amount to collect for patients. You will get a warning

message that will ask you “the amount from all payments exceeds the total
amount. Would you like to proceed?” click ok to bypass

- You have the option to split payments by different payment methods
- Once you click pay You will get a short banner telling you patient payment was

collected.
- Money will auto distribute after clicking pay
- Available funds will increase if not linked to an item, medical charge, they will

stay in the unapplied section of the patients financials.
- If you click details it will bring you to the patient's payment page.
- Automatically everything will carry down for you. You have your item and also the

charges that are linked with the office visit.
- This will automatically distribute the payment for the item for you and it will leave

the unapplied amount for patients copay
- To print a receipt you will need to go into the patient's financials and into the

patient payment.
- You can see the information on the item purchased on the receipt along with

payment information. But it will not show you CPT codes as the encounter has
not been signed off.



Follow up
- Check the follow-up tab to verify if they need to schedule a f/u
- If they do you will click on the appropriate follow-up appointment

- Click on the date then click on schedule appt
- You can filter the dates on the top if needed and the pop up will stay and you will

need to drag and drop into the appt time you want

The last step is you will hover over the patient's name and click check out.
- That will then remove them from your check out cart


