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Check In a Scheduled Lab Appointment 
Link procedure orders to the scheduled lab appointment and check in the patient. 

Access Patient’s Appointment Desk 

1. Do one of the following:

 Click Appts on the Main
toolbar.

OR 

 Click Epic > Scheduling >
Appts.

The Patient Lookup window 
appears. 

2. Type the patient’s Medical
Record Number (MRN) in the
Name/MRN field.

3. Click Find Patient or press
Enter.

The Patient Select window 
appears. 

4. Verify the patient information.

5. Click Accept.

Link Procedure Order(s) to Appointment and Check In Patient 

The Appointment Desk appears. 

1. Select the lab appointment.

2. Right-click and select Link
Orders.
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The Link Appointment to Orders window appears. 

3. Click Show all available orders if the orders are not visible. 

4. Select the appropriate procedure order(s). 

5. Click Accept. 

The Appointment Desk appears. 
The orders are linked to the lab 
appointment. 

6. Verify the lab appointment is 
selected. 

7. Click Check In. 

Process Payment 

The Check In window appears. 

1. Click Collect Payment. 

2. Click Collect Payment again. 
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The PaymentMate Transaction 
window appears. 

3. Select the form of payment in the
Tender Options section.

4. Follow system prompts to
process the payment.

The payment information appears 
in the PaymentMate Transaction 
window at the conclusion of the 
payment process. 

5. Click Finish.

6. Confirm with the patient if they
would like a receipt and click
Yes or No.

The Check In window appears. 

7. Click Accept.

Complete the check in process.

Tip 

For more information on processing payments, go to http://myhelp.kp.org and search for the 
following Keyword: process payments. 
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