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Objectives
• How to have rules in place to help your practice succeed

• Understand your Check-In and New Patient Registration work-flows

• How to have an effective Credit Card on File Process

• How to manage Missed Appointments

• How to effectively work on Well check recalls



Setting your Practice Rules
• Should well checks be required?

• Who can bring in patients for well checks?

• If they are late, how late can they be before you reschedule?

• Are vaccines required?



Setting your Practice Rules
• Who is responsible for payments? 

• What if the parents are divorced?
● Who pays the copay?
● Who is the guarantor?

• When are copays due? What if the guardian did not bring any money 
at the time of visit?

• When are patient balances due?

• What if the family No-shows for an appointment?

• Will you require a Credit Card on File (CCOF)?



Setting 
your 
Practice 
Rules



Setting 
your 
Practice 
Rules



Setting your Practice Rules



Setting 
your 
Practice 
Rules



Clinical Alerts & Flags
• PCC’s system can be set up to support flagging and alerts for 

statuses like credit card on file (CCOF)
• Custody/Divorce flags/alerts can also assist in communicating 

special circumstances to staff and clinicians.



Clinical Alerts & Flags
• Credit Card on File

● Some practices choose to flag when a CCOF is present, others when 
CCOF is declined.

● Choose which method works best for your office, but be consistent.



Clinical Alerts & Flags

Add the flag to the account



Clinical Alerts & Flags
Create an alert where an 
account has the flag 
present. Choose where the 
alert presents (chart open, 
appointment book, 
check-in?)



Clinical Alerts & Flags

The alert prompts your 
staff with information 
about the account’s CCOF 
status.



Scenario 1

Newborn comes in, 
placed in exam 
room. 

Registration is not 
completed before 
they leave. 



Patient Registration
• Essential that this is completed before patient is seen.

• If families are not willing to sign and abide to your office/financial 
policies, then your practice is not the right fit for them.



Different Ways to Register
• Paper

• Customizable online form (Jotform, IntakeQ, PDF Filler, Adobe)
● Make sure you can get a BAA (Business Associate Agreement) 

• Portal Template



Portal Template Configuration

Go to Configuration > 
Patient Portal to add a 
new Portal Messaging 
Template



Portal Template Configuration

Add in the appropriate 
input boxes, drop-downs, 
and other components to 
gather necessary 
demographic and 
registration details.



Portal Template Configuration

Portal accounts can send a 
Portal Message to the 
practice with the details 
requested in the 
registration packet.



Portal Template Configuration

New as of mid-2021, you 
can configure Portal 
Messaging Templates to 
request an image/PDF.



Use Send Text for Reminders
• With CHADIS, portal registration, or any other method of pre-visit 

form completion, you’ll need a method to remind families.
• PCC EHR’s Send Text feature can be used for reminders to 

families.
• Integration with PCC’s Snap Text feature allows for quick, 

repeatable messages to families.



Use Send Text for Reminders
Go to File > My 
Account > Snap 
Text to configure 
text snippets for 
commonly-typed 
text.



Use Send Text for Reminders
You can build as 
many Snap Text 
entries as are 
useful to your 
practice and/or to 
you as an 
individual user.



Use Send Text for Reminders

You can now use 
your Snap Text for 
reminders to 
complete pre-visit 
paperwork.



Use Send Text for Reminders

Your snippet 
expands into the 
full message you 
want to send.



Scheduling Appointments
Verify the following items when creating an appointment

● For New Patients

✔ Setup Portal Account
✔ Need:

o Insurance
o Drivers License
o Registration

• For New Patients With Siblings

✔ Images of DL and Insurance
✔ Registration paperwork (Sibling specific)
✔ Portal User

•  For Existing Patients

✔ Insurance – Any changes or new policies?
✔ Account Flags – Any CCOF related issues?
✔ Verify the following documents

o Registration
o Insurance
o Drivers License

✔ Portal User



Front Desk Check-In Process
•Check documents in patient’s CHART for image of DL and Ins card
✔ Confirm Address, Primary Phone Number
✔ Collect co-pay, if any (Sick Visits only)
✔ Collect balance, if any

•If paying by:
∙ Credit Card

o Ask to run CCOF on file or swipe card manually
o Ask if patient would like a receipt
o Post payment to PCC

∙ Check
o Give receipt from petty cash box
o Post payment to PCC
o Give check to Sameer

∙ Cash
o Put into petty cash and provide change, if necessary
o Give receipt from petty cash box
o Post payment to PCC



Scanned Document Notes
• You can use chart-wide components as a way to remind staff when 

a document was scanned.
• Chart-wide components can be made available in a variety of areas, 

including Check-in, Appointment Book, etc.



Scanned Document Notes
A chart-wide 
Scanned Documents 
text box will allow 
staff to see when a 
document was last 
scanned.  This could 
be used in 
conjunction with 
Snap Text for quick 
entry of information.



Scenario 2

Newborn from Scenario 1 
comes in for a 2 month visit 
and has active insurance. 

Patient is seen and when you 
submit to insurance company, 
they deny the claim because 
the family is delinquent on 
paying premiums.



Credit Card on File
• Why is it important

• What if they decline
● New patient vs. old patient

• Make sure you check to see if the CCOF is active with every visit
● Sale vs. Auth



Create a Token in BluePay

xxxxxx



Collections
• Are they worth it?



Best Practices around collection 
of sensitive financial info
*SSNs

*CC #s and PCI Compliance



Scenario 3

That same patient pays 
their bill and calls to 
reschedule a well check 
visit.

The patient is now self 
pay.



Good Faith Estimate 
• How much of your population is self pay

• Do you itemize every CPT code

• Do you just group codes together and provide average price?
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Scenario 4

You have a high no show rate 
in your office. 

The $75 no show fee makes 
parents angry, and you spend 
more time writing it off then 
teaching them a lesson.



Missed Appointment Fees
• We used to charge $75

• Problems with missed appointment fees



Missed Appointment Flags
• Missed 1, Missed 2, Missed 3



Forms and Flags
• PCC can configure forms & letters to generate a flag and even 

remove a flag.  This could be useful for missed appointment letters, 
as an example.



Forms and Flags
• The form generates a Missed Appt flag for the patient, in this 

instance



Scenario 5

6-year-old patient comes in for a 
sick visit and you realize that 
this patient has been a patient 
of your practice for 1 year and 
has never had a well check.

Who else has not been coming 
in for well visits?



Well Checks are Required



Scheduling the Next Well Check
• Schedule next well  check during EVERY well check

• Your appointment book should be accessible a year out

• We just put an appointment a year out without “scheduling” it with 
parents.
● No Show rate is much less
● When we would try to schedule, they would decline
● They get a reminder on notify 14 days prior to the appointment



Well Check/Next PE reminders 
• PCC EHR can include this information in a variety of places:

● Appointment Book Patient Details
● Medical Summary
● Check-in
● Phone Notes, Portal Messages, etc.



Well Check/Next PE reminders 
• PCC EHR can be configured to automatically flag patients who are 

due for a visit, which could prompt a clinical alert.

The patient is 
overdue for a visit.



Well Check/Next PE reminders 
• The patient’s overdue status triggers the application of a Well Visit 

Needed flag, and ultimately an alert.



Well Check/Next PE reminders 



Well Check Recall



Well Check Recall
• Step 1: Call the family

• Step 2: Send a postcard

• Step 3: Dismissal Warning Letter

• Step 4: Dismissal letter

• Notify sends an email every month about missing well check



Well Check Recalls & Broadcast 
Messaging
• Clients can use broadcast messaging to remind families en masse 

that their child is due for a well visit.
• Broadcasts can be sent to a variety of phone numbers and emails 

connected to the patient:
● Home accounts
● Portal accounts
● Confidential contact



Well Check Recalls & Broadcast 
Messaging

Use the Preventive 
Care Recall or create 
your own custom 
Well Visit Recall 
reports for 
generating lists of 
overdue patients.



Well Check Recalls & Broadcast 
Messaging

You can create and 
send a reminder 
message via SMS, 
email, or both.



Well Check Postcards



Well Check Postcards



Well Check Postcards



Well Check Postcards


