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Scheduling/Registration Version: 8

Lab: Walk In Procedure Orders on the Active Requests Tab
Select lab procedure order(s) and walk in from the Active Requests Tab.

e If there is payment, process payment from the Payment Collection window.
o |[f there is no payment, complete the check in from the Express Check In window

o If there is no payment due but a payment will be collected, launch the payment collection
activity from the Express Check In window.

Access Patient’s Appointment Desk and Walk In Lab Procedure Orders
1. Do one of the following: : . : 'RNG — PZADDB174 TRNGSC:

e Click Appts on the main
toolbar.

In Basket {2y Home £ Refresh | 3. New Message ~ o1 My Po 3
OR 'L"-\'M\ mewwu\;—w,—/&

e Click Epic > Scheduling >
Appts.

The Patient Lookup window [ :

appears. = aenl s - e )

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

| T  monsnon s f 337 B e Bubark CAS1581 —TE |

3. Optional: Type other information
related to the patient in additional |
fields if needed.

@&

4. Press Enter or click Find Patient. !

5. Verify the patient information.

6. Press Enter or click Accept.
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The patient's Appointment Desk | e pef Amvereess] 55 }
appears. Procedure Spec Source  Ordering Provider Priority Creation Date  Schedule Ina{
f[sLucose, uRiNE | URINE [1300] | CADENCE. PROVIDER Rautine 01/08/2021 1

. " [2999258] 1

7' CIlCK the ACtlve RequeSts tab | SPECIFIC URINE [1300] | CADENCE, PROVIDER Routine 01/08:2021 }

| GRAVITY, URINE, [2999299]
. | DIFSTICK

8. Select the appropriate order(s). LIPID PANEL BLOOD [1212]| CADENCE, PROVIDER Routine 01/08/2021 7
[2999295] | I‘=.

i ‘cacw BLOOD [1212]} CADENCE, PROVIDER Routin 01/08/2021 2

9. Click Walk In. coew 212l cApence, outine ¢

| DIFFERENTIAL i

¢

b}

2

Expand !;

F) fTi-p
’ iTo select multiple orders on the Active Requests tab, do the following:
1. Select the first order.
‘2. Press the Shift key on your keyboard and select the last order in the list.

The blue bar in front of the procedure order(s) indicates the order is selected.

Future Past Active Requests ;
frocedure Spec Source  Ordering Provider Priority Creation Date Schedule Insf
IELUCOSE. URINE |URINE [1300] | CADENCE, PROVIDER Routine 01/08/2021 .:"
[2999299] '}
PECIFIC URINE [1300] | CADENCE, PROVIDER Routine 01/08/2021 g
RAVITY, URINE, [2999299] 4
IPSTICK i}
LIPID PANEL BLOOQD [1212]| CADENCE, PROVIDER Routine 01/08/2021 ™
[2999299] ?

3

CBCwW BLOOD [1212]| CADENCE, PROVIDER Routine 01/08/2021 1
AUTOMATED [2999299] Q
DIFFERENTIAL 1
P YT Y W oW ST HMWMNM ‘w—m-’“---"’j

Payment Due: Process Payment
If there is a payment due, the Payment Collection window appears. Process the payment.

The Payment Collection window M.w-mwwm
appears.

?
; 4
1. Click Collect Payment. {‘ ——— Q Collct Payrient
o
< 10.00 $10.00
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2. Click Collect Payment again. & Collect Bagmmenit How

Payment of

$10.00

Comment

« Collect Payment

4= Go Back

R T I e alie U W P L TSR P

The PaymentMate Transaction _
window appears. - = @ e -

Foaltet Vauchar Cask Card Echsh Teban ¥ Chact

3. Select the form of payment in the ash Payrosnia st B Tomdored Last
Tender Options section.

4. Follow system prompts to process
the payment.

The payment information appears | & transaction
in the PaymentMate Transaction

window at the conclusion of the
payment process. Timestamp T
More Options
5. Click Finish. 00/25/2024 11:41:32.000 CAS
Cancel Txn [

T e s W WG Vo WSS B NP g VN

M\._.-..,..ﬁ B ¥ S WP B

Confirm with the patient if they
would like a receipt.

6. Click Yes or No.

Would you like to print a receipt?
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The Express Check In window appears.
The payment information is updated in the payments section.

7. Click Check In.

Express Check In @ioocumsets dpLcoasn FjRoom = % SerSenace Rebund $ Paymentmats Refunt [ Copay Ovr 5 Pat Gusr ant Cvy g Apt Desk Mare = & 7 f &I
) Express Check In Eh Show Mare » Express Gheck In B
]'};'_‘m‘mm ®§ Demographics # i Updsty Patient Phato  ifi Patient Contacts * | |
Enc Guar & Cvgs Parmansant Cortact Information Patiant Contacts (1/1]
Payments E 3231 Blrrg.l Bivd £ 8183347721 Erin Parsons » |
Appt info amnk. CASEN = cadencef@kp org Spauze |
s nomiks 951-381-1000 I
Print T Nobfy en admission |
Gther informabion H Everything checks out!
@ Encounter Guarantor and Coverages # IUE Cocer T ciam iy o Account Acttiar  Mees « H
FHospital Account - 88912221030261
Drripatient | OPEN | FONTANAMEDICAL CENTER L : |
Y Audrey Walrus-Rg [481120508] » KFHP 1000/HMO PLAN 15230 (0X658) » | |
' B Addrass sama 86 patiant Membar |0 stoup Retaticnship 1o Subsciiber H
£ B18-334-7721 RO 6543 Self
PBIF - Sult = Bubscriber 1D
EB cadance@ip org ity Effectiva from 11142020 | |
& kp org Inactive H
il Sears Holdings - Full Time 8
H
oF Payments  # £ Payment Collsction | FBRsnin Payment | |
|
Copay Previous Balance |
n © Collected No previous balance due
1000 paid (T
2 Appointment information  #
LAB at 11:40 AM (10 min) Appointment Type Privals Encuantet |
' Wadnesday Seplamber 25, 2024 Cutpatient - !
o) #Chklab-Rg Tacha in FAMRGTRN LAS T . _ |
Arcidant Relatad? Apponiment Nolas |
— Chack In Time 1141 AM — T -
._.._,-c“"-"-’d_ e _,‘_4-"""-’” z = _..a-"'"‘-'_‘- = —

The processed orders appear on Euure ot Agie Requess [ Tnoaes Rewens ] i
the Finalized Req uests tab. Procedure Spac Source  Ordering Provider Priority Creation Date  Schedule instructions %,
SPECIFIC URINE [1300} | CADENCE PROVIDER Routine 01/08/2021 "
GRAVITY URINE, [2899205]
DIPSTICK ;l
LIPID PANEL BLOOD [1212]| CADENCE, PROVIDER Routine 017082021 z
CBC W . BLOOD [1212] CADENG‘E PROVIDER | Routine 017082021 ';'
AUTOMATED 12999209) b
DIFFERENTIAL | k)
{
{
b}
7
]
Expand {
=%
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|
|
|
I
et

The SChEdUIEd !ab app0|ntment I Euture Iéasl Agiive Reques-; . ;n;i;;i;qu_eﬂ;

appears on the Futu re tab |W Rfl  Status Encounter Date Time Len Department ;ro.v‘nder I
Arrived | [#] 9/25/12024 Wed | 11:40 |10 | FON.LAB* | Chklab-Rg, Techa
The appointment status is Arrived s

to indicate that the appointment has
been checked in.

i Checkin Check Out Cancel Checkin Edit Appoiniment Info  Edit Appointment Notes ~ Cancel/Reschedule

i P e NP A NGO e Y

No Payment Due — Payment will not be Processed
If there is no payment due, the Express check in window appears.

Continue the check in process if a payment will not be processed.

1. Click Check In to complete the check in process.

Express Check In BfiDocumanss % Lcovash [yRoom = % SetService Retund $) Paymenimate Rafund () Copey v BE1Pat Guar and Cvg Ry Appt sty Mara = @ o o0 s
) Express Chec:l.( In &} Show More . | 3 Express Check In a
il = Demographics » ) @ Updalg Patient Photo  {f; Polient Contacts~ * | |
En¢ Guar & Cvgs Fermanant Cantact Informatian Eatiant Contacts (1715 | ,
Paymenis E :22; Erargi Ehvd B 818-334-7721 Erin Parsons » |
1501
Aggt Info etshnk; CADIS =} cadenca@kp org Spouse |
Curstonnaks 551-381-1000
Print T HNotitfy on admission |
Other informaticn . | | Everything checks out!
i Encounter Guarantor and Coverages # [ UB Cores BpClaminfo g Account Actviies More = | o Agd Coverage
AlHospital Account - 8912221030265 | !
Qutpatient | OPEN | FONTANA MEDICAL CENTER L :
e Zoe Tiger-Rg [222934585] #  # E-VSTMBR KP COLORADO/KP INTRGNL COLORADOD # {
L ' =9 Address same &5 patient Membar ID Group Raiationship 1o Subscribe
“ 1 818-334.7721 00000 T Salf
PF - Salf r Subscribar 1D
59 cadencsiip.og ro— Effaciive for all dates
2 kp.org Inactive
Jilt Target Corporation - Full Time
¥ Payments # F Pagman: Collaction | JA Retund Paymsnt
Visit Payment Prewous Balance
n @ No Paymant Due Mo previous balance due
|
£2 Appointment Information # |
|
= LAB at 1:10 PM (10 min) ;& Appointment Type Frivata Encountsr |
( Wednesday Suptember 25, 2024 Cutpatient - |
5111 # Chidab-Rg Techz in FAMRGTRN LAB ] o . . 1
Accident Related? Appontment Notes |
Check in Tima 1.06 PM _ g |
|5
| |
|
M Questionnaire # |
|
INTERPRETER SERVICES QUESTIONNAIRE |
o CORONAVIRUS SCREENING QUESTIONMAIRE-SCAL | X Cancel + Check In
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—
The processed orders appear on [ e Bost Aguue Roqusss {
the Fina"zed RequeStS tab. | Procedurs Spec Source  Ordering Provider Priority Creation Date  Schedule Instructions i
| [EPeciFie URINE [1300] | CADENCE. PROVIDER Routine 01/08/2021 {
GRAVITY, URINE. [29992499]
DIPSTICK
LIPID PANEL BLOOD [1212]| CADENCE, PROVIDER Routine 01/0872021 e
Al SR S A e 5
CBC W BLOOD [1212] CADENCE PROVIDER Routine 01/0872021 ?
AUTOMATED [2999299] Py
DIFFERENTIAL b
A = = = T
LY
{
4
<
g
Expand Z
The scheduled lab appointment . L
appears on the Future tab I Future IEaat Active Requests Finalized Requests é
! W. Rfi Status Encounter Data Time Len Departmant Provider é_\.
The appointment status is Arrived I | | |Amived|[3]| | |o/25/2024 Wed|1:10PM |10 |FON-LAB" |Chiiab-Rg, Techa | [
to indicate that the appointment has | ?3
been checked in. ' §
| 4
b
| )
| b
. 5
I H
| h!
| $
Checkin Check Qut  Cancel l;ec:ln éuilﬂmp.' tr :-nfu Edit £ tment Notes  Cancel/Reschedule ﬂ

No Payment Due: Process Payment
If there is no payment due, the Express Check In window appears.

If a payment will be processed, launch payment process from the Express Check In window.

1. Click Payment Collection.
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Express Check In Sfioccumenss % Loreabn BRoom = 4 set-arvcs Fatind ' Paymentmats Raturd [l Coray v BFal Ouar and Cva JlApot Derk Miors = & a'l -2 s A ]
» Express Gheck In 2 Show Mar ) Express Check In B
TR =} Demographics # ) & Updsig Patient Phate i Patient Contacts =
Enc Guar & Cug: Parmansnt Cantact intarmation Fatant Confacis i 1/1)
Payments E 5231 Brand Ehvd oy 8183247721 Erin Parsons ~
31501
Apgtints Burbank. CA 3150 BB cadenceikg oig Spouss
Guatonsan 9513611000
¥ Molify on admission
Frmt
Cier Informatien Everything checks out!
i Encounter Guarantor and Coverages # [luB codes B Claiminfy o Accoust Achvities More = | o Add Coverage
RHespital Account - 8912221030265
Outpatient | OPEN | FONTANA MEDICAL CEMTER L
/@ \ Zoe Tiger-Rg [222034585]#  # E-VST MER KP COLORADO/KP INTRGNL COLORADO +
k' = Address same as patienl ttembar 1D Group Helationship to Subscribar
£ 818-3347721 oo - Salf
PIF - Self Subscribar 1D
B cadanca@ikp org s Effaciiva for all datss
2] kp.arg Inactie
|BI Target Corpocation - Full Time
¥ Payments # P Pagmant Collection {58 Retunc Payment
Visil Paymant Prevenus Balance |
n @©No Payment Due No previous balance due H
1
H
3 Appointment Information  # H
H
LAB at 1:10 PM (10 min) 4+ Appointment Type Privale Encounter . |
Wednesday September 25, 2024 Cutpatiant = | I
g i Chklab-Rg. Techs in FAMRGTRN LAB Aceident Related? 4ppointment Hotss I
Chach, In Tims. 1.06 PN _ o I
I
@ Questionnaire # | !
INTERPRETER SERVICES QUESTIONMNAIRE |
& CORONAVIRUS SCREENING QUESTIONNAIRE-SCAL i ® Cancel ¥ Check In
The Payment Collection window appears.
" . v
2. Click Add Visit Payment to enable the Collecting fields.
Payment Collection @ x

This Visit

B Today - Lab Visit

Previous Balance

110pM Laboratory Pay Now ¢ Edit Due +
P/F 22329345835 ® Account #B9912221030265 + Add Copay e Add Frepay '
VST MBR KP COLORADO - P INTRGNL COLORADO

Total 0.00

i T I o R e SV O g SOV M'wh‘“—fmdwmwmx

Add Visit Payment

Type the payment amount in the Due section and press Tab.

The amount populates in the Collecting fields.

Click Collect Payment.
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Payment Collection [ PC s
This Visit ) Express Check In =]
B Today - Lab Visit i+ L

10Fw Laboratory Pay Mew R Save 3 Cancel Due Collecting Check In

FJT #227934565 @ Acesunt Copay

VST MBR KE COLORADD - & Payments needed

+1 Comment ¥ Payment Cellection
or Specify raasen for not collecting
Prepay
0.00
1 Comment
& Add Prepay
Total 10,00
Previous Balance
i S '-/___,_._ . e
T o O e e
® Rgason Not Cofleching Total Due Now a Collect Paymant
10.00 §10.00
X Cancel « Check In

5. Click Collect Payment. T W —

Payment of

$10.00

Copay

¢ Collect Pagyment

#= 5o Bagk

N i T o i T R e P T

The PaymentMate Transaction

window appears. & . @ e _ -
6. Select the form of payment in the I T i
Tender Options section.
7. Follow system prompts to process
the payment.
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Lab: Walk In Procedure Orders on the Active Requests Tab

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

8. Click Finish.

Confirm with the patient if they
would like a receipt.

9. Click Yes or No.

[ Q Transaction

(11}

More Options

Cancel Txn

Delete Tends

L]

Finish

Timestamp

09/25/2024 11:41:32.000

Would you like to print a receipt?

o]

The Express Check In window appears.

The payment information is updated in the Payments section.

10. Click Check In.

‘\g_l,-\./'\.-w\/.\f\\,

4]
X
n

A T e A Ve PRI Vo, PR S

e T R R SR I W TR
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o
Express Check In Hinscments %picoissn BiRsom + $ soltonice Retund 4 Paymenimate Refund [ Copay Ovr E2Pat Guar and Cvg o Aopt Desk. More = & @ ol ]
. ) Express Check In 2 Show Mare | ) Express Check In 8
m;“h“ = Demographics # ¥ Updats Patiant Phato i Patient Conacts ‘
Enc Guar & Cvgs Permanant Contact Information
Fayments E 5231 Brand Elvd £ 183347721
e Burbank CA 91507 B S Spouse
DQuasticanaira #51-381-1000
Pkt T Natify on admission |
Siher Informatian Everything checks out!
e i Encounter Guarantor and Coverages # [ uB Comes ™M Cisim infe o Accaunt Actities More = | 4 Agd Coversge
FlHospital Account - B9912221030265
Dulpatent | OFEM | FONTANA MEDICAL CENTER L
'y Zoe Tiger-Rg [222034585] ~ § E-VSTMBR KP COLORADO/KP INTRGNL COLORADO »
' EY Address sama as patient Membear iD Gioup Salationship o Subscribas
1 818-334.7721 OO -_— Self
il S EavagG o S Effectiva for all datss
2 kp oig Inactive
s Target Corparation - Full Time
|
P Payments # F Pagment Collection | 8 Refuna Fayment I
Copay Previous Balance
n & Collected No previous balance due I
10 04 pasd | |
I
£} Appointment Information # '
LAB at 1:10 PM (10 min} j Appointmant Type Privata Encaunter
Wednesday Septsmber 25, 2024 Outpatient i
A Chklab-Rg Techs in FAMRGTRN LAB et Fielatad?
Chiack In Tiengs T08PM Accident Related Appointment Notes
Questionnaire #
P INTERPRETER SERVICES QUESTIONNAIRE % X Cancel +" Check In
CORONAVIRIIS SCREFNING OLFSTIONNAIRF-SCAI :
The processed orders appear on Euare Bast  Agive Requests [ Fnaged Roauests | —g
the F 'na lized Req uests tab Procedura Spec Source  Ordering Provider Pricrity Creation Date  Schedule Instructions 3
§SPECIFIC URINE [1300] | CADENCE, PROVIDER Routing o1oa20 1
GRAVITY, URINE. 2999299]
DIPSTICK 5
| | LIPID PANEL BLOOD [1212)| CADENCE, PROVIDER Rauting 01082021
[2995295]
CBCW | BLOOD [1212]{ CADENCE. PROVIDER Routine | b1geR021 ¢
AUTOMATED [2999295]
Di_FFERENTmL l g
Expand r)
Sy
The scheduled lab appointment « §
appears on the Future tab. Future §Past Active Requesls  Finalized Requests ¢
W Rfl  Status Encounter Date Time Len Department Provider 3
The appointment status is Arrived | | amived[ ] | |925i2024 Wea] 1:10 PM 10 |FON-LAB" | Chilab-Rg, Techa | |/
to indicate that the appointment has ﬁ
% |
been checked in. i i
| E
Checkin Check Out Cancel Checkln  Edit/ info  EditApp Notes  CancelReschedule {lL
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) Tip

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

Regional Parent Document Reference Number: SCPMG-PPP-0459 Rev: 02
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