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Undo Check In
Scemario

In this example, the patient has been incorrectly checked in for their appointment.

@ Failure to carry out both steps in this process will mean that you are unable to check

this patient in for this appointment when they do arrive! You must undertake both
steps

With your Clinic List in Focus

The patient has previously been checked in for their appointment. The Clinic Book displays the
appointment as Red — the patient has been checked in for their appointment. But in this
example, the patient has not yet arrived for their appointment, the wrong patient has been
checked in. There is a two step process required to undo this checked in appointment
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*Appointmert type: Gender:

Appcinimert location: Appointment type Location e Attended Indicator  Commert
ELAINE  NEUROPHYSIOLOGY TEST NEW RVNEUROPHYSIOY Checked In
Patert name .MERTLE NEUROPHYSIOLOGY TEST NEW RVNEUROPHYSIO "wmh N
. ALANFS4  NEUROPHYSIOLOGY TEST NEW RVNEUROPHYSIO Corfimed N

Confirm
Contact

Modify Location State At
Reschedule RVNEUROPHYSIO
Hold EUROPHYSIOLOGY TEST NEW RVNEUROPHYSIO Corfimed N

Cancel
Did Mot Attend

Step One

Check Out

Patient Seen

1. Right click the appointment and select ——
Patient, then from the sub-menu select
Right Click the appointment and select
Modify Encounter Patient from the menu, with Modify

Encounter selected from the

ient
Patient

Add Encounter

2. The Undo Conversation will launch but all
fields will be greyed out, click OK

Modiify Encounter

Post Encounter Payment...

Motificati

Post Guarantor Payment...
L

% ~,  Allergies
( Patient b Health Maintenance Organiser...
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Step Two

3. Right click the appointment a second time and select Undo Check In. This will return the
patient to a Confirmed state on the clinic list.
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Did Not Attend

Right Click the
appointment and
select Undo Check
In from the menu

Undo Check In
Check Out

Patient Seen

Sched Next Appt.
Batch Reschedule

Failure to carry out Step 2 will not allow you to check this patient in for this appointment! You will
see an Error message

Patient Management @

@0 An error occurred while calling Registration, Preferences may not be
¥' et to launch a registration conversation for this actien. Error status '1'
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