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Using Flags and Alerts on the Schedule

Last Modified on 10/18/2023 12:26 pm EDT

Version 14.19

Our new Multi-Location Calendar updates are here! Please see theOP 21.3 Calendar Articles for an overview of
the changes. Practices can configure OP to switch to the new calendarand explore its features.

| Path: Clinical, Practice Management, Billing tab > Schedule button

Overview

Flags can be used on the calendar to add an alert to an appointment. There are only two flag color types availableGreen and
Red. The meaning of these flags will be designated by the practice. Their only function is to alert office staff to a certain status or

characteristic of an appointment, such as co-pay not paid, newborn appointment, etc.

Reminder and alert indications can also be applied to an appointment on the calendar. These indications are shown with a

question mark and bell symbol. Similar to the flags, the meaning of these indications will also be determined by the practice.

Pop-up alerts can be added to the Miscellaneous Notes and Billing Notes sections in the patient chart, which will then "pop up”

while scheduling an appointment, navigating the Account feature for the patient, and accessing the patient chart.

Using a Flag

1. Click on an appointment to select it.

2. With the appointment highlighted, click on either the Green Flag or Red Flag button in the task bar below the calendar, to
add it to an appointment.

3. Flag will now display on the appointment.
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Removing a Flag

1. Click on the appointment to remove a flag.
2. Click on the Clear Flag button to remove it from the appointment.
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Toggle Tentative Appointments

The Toggle Tentative Appointment button toggles (adds/removes) a question mark icon to a selected appointment. This
function can be used to indicate if the appointment has not been confirmed. Practices can determine how this indicator is used

in their workflow. To apply the Tentative Appointment indicator to an appointment:
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1. Click on the appointment that you wish to add or remove the Tentative Appointment indicator.
2. Click the Toggle Tentative Appointment button to add or remove the tentative appointment indicator (question mark) to
the schedule.

Py Add Edit Delete | Copy
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Toggle Reminder Status

The Toggle Reminder Status button toggles (adds/removes) a bell icon to a selected appointment. Practices can determine how

this indicator is used in their workflow. Some examples for the use of this indicator include:
e Obtaining a patient’s updated insurance card.
¢ Indicating that a payment is required.
¢ Indicating that an immunization is required.

To apply the Reminder Status indicator to an appointment:

1. Click on the appointment that you wish to add or remove the Reminder Status indicator.
2. Click the Toggle Reminder Status button to add or remove the Reminder Status indicator (bell symbol) to the schedule.
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Pop-up Alerts

Pop-up alerts can be created in both the Miscellaneous Notes and Billing Notes for a patient. You can create this pop-up by
including a 'stop code' in the Miscellaneous or Billing note that requires review by the front desk or staff who will be scheduling
appointments or checking in patients. To do so, insert the stop code ("@@") at the beginning of the note. Then, the next time the

staff attempts to schedule or check-in the patient, the note will appear on the screen.

Add/Edit Appointment *

3 CHANNING, STOCKARD
106 sex: F__DoB:12/01/2016 Age on Appt Date: 2 yrs, 4 mos.

Last encounter
Last well visit: 12/03/2018

Monday, April 1, 2019

Search Language(s):
Aot [CHANNIN S otes and Coordination of Care. i
text: EJ%E‘WO atient Register: Notes and Coor m? ion of Care lnent date:
Miscellaneous Motes | Coord of Care  Consent Tracking innended Ril.
Appt ]
35 - 1/2020 -
reason:  |2YER Characters 1§2020 -
Appt type: |WELL || @@ This is the Billing Motes field. 1/2020 - 3
Location: |Prima
Staff: SLOA|
Prim/alt phone:
Move-up option:
Confirm status: o Validate
Arrival time:
Presenter: [ 50.00
Visit status: e & nc 50.00
— 106 STOCKARD CHANNING i | sesz.o0

I —
Specialist S0.00 ||patins credy  S0.00|Fam ins cred 50.00
Payment revel: 000 B8] L owea| seoo | |

@@ This is the Billing Motes field.
Billing status: ~ - Credits 50.00

Save Cancel
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Additionally, the inclusion of this stop code will color the Miscellaneous Note section of the Clinical Overview and the Billing Note

section of the Account Summary (in the Patient Chart) in red to make it more visible to the user.

| Patient Chart: STOCKARD CHANNING (106) Sex: F DOB: 12/01/2016 Age: 2yrs. 6 mos. Ins: AETNAHMO | Patient Chart: STOCKARD CHANNING (106) Sex F DOB: 12/01/2016 Age: 2yrs. 6 mos. Ins: AETNA HMO. E=xE=R=)
|6.] | Photo / Demographics / Critical Dates: (] l6.] | Account Summary Charges / Aging:
PCP:  THEO WARNER MD  C Statements
— Lastwell st 12/09/2018 — . opay ement . R
restrictions Last sick visit restrictions Prim Ins: AHM AETNAHMO  PCP: §1500  Send to: RICHARD CHANNING atients | s000]
Nextappt:  None [m] 72967399999 Well: Method: MAIL ramiy | |[ s
[include confidential o Include confidential
e NOPHOTO |pcp; THEO WARNER, MD s sec s Specal $000  Credit Card on file creons patiens [ |[ ]
Girical Overview AVALABLE | primary ins:  AETNA HMO ‘D Surveys After hrs: Name:  None famiy [ ||
&l carepians SEmEme RHDerenet Status:  Active Corins %: $0.00  Card #: il aene <z [ [ ]
B Encounters (IR X 3 s Vi No retdates o0 | [ |
pref language B cenerites @sevice 1o [ [ |
Qo Viel Viits Financial Family (guarantor in bold): 2 1-90:
i § Pat res
0 Referras/Toc Family: PR PGS Name Role/Reason 8alOwed  Credit gal G
11 Problem List Name # Role/Reason  Authority Prtl? | (29 Bagic Information RICHARD CHANNING Father $0.00 $0.00| Billing Notes:
O Herges RICHARD CHANNING [rather |soint & Notesjacd info ELIZABETH CHANNING Mother 50.00 5000
Medications ELIZABETH CHANNING Mother Joint O | @ privacy/sharine
i, } ) ‘ ‘ =R e Open Claims: @ Patient O Family
f¥ . Tasks anc Care[Plan Dua rams I /e Wi | Clim# ClaimDate Patient  Ins Insured|D Provider Charge InsBal PtBal Cat
. ftem Most Recent Info Lestoate B2 100023 12/03/201 | CHANNING, €M | Theowe|  65200| 652.00| a1
/ Vitasfcronth g & ConsentForms , fanm | | 2
g“‘ag""“‘“s‘s | pevelopmental mie|Age: 2 yrs. 0 mos; informant: | 12/3/2018 [ g2 || b Accoun
Risk Assessment
= 5 Diag Test o
urveys
e |Fivoride varmish _applied | 12018 [[g]| % mowene
1 Deveopment
@ Rt e © Encounter £ dlaims
] e [Preventive encounte Two year wellvisit: [ 127320t [[ | i creroes T
= 3 payments
p 5 s
b DEMOGRAPHICS e — 8 creds Department Name
5 mscinfomaton || (@GS e iSCINGReS e | = sttenerts Due pate status ordered y Completed 8y
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Pop-up Alerts

Pop-up alerts can be created in both the Miscellaneous Notes and Billing Notes for a patient. You can create this pop-up by
including a 'stop code' in the Miscellaneous or Billing note that requires review by the front desk or staff who will be scheduling
appointments or checking in patients. To do so, insert the stop code ("@@") at the beginning of the note. Then, the next time the

staff attempts to schedule or check-in the patient, the note will appear on the screen.

Add / Edit Appointment x
e

6853 Sex: M DoB:12/24/2012 Age on Appt Date: 5 yrs. 10 mos.
Thursday, October 25, 2018 Last encounter:

Last well vist. NOTFOURDIy
Liguats

Appt | TEST MIRAN patient Register: Notes and Coordination of Care X
text ate:
MNotes || E Coord of Care | Consent Tracking nended| A |:|
Appt 35 Characters
feason: This is the Biling Notes field.
is is the Billing Notes field.
Agpltype: ee ! v

Location: |Cherry T

Staff: Susan Ki

Primary/aft phone: &l
Confirmed status: E

_ Validate
Arrival time: |:
Presenter: [
Vistt status: [ ==
Room: || 6853 MRANDATEST _— S 350453
Payment revd: “W [~odBal szsa "“""““"i iFami!stxed
Biling status: v @@ This is the Billng Notes fiekd |_|
SUKII05]102518 03:45PM
203702

:

Additionally, the inclusion of this stop code will color the Miscellaneous Note section of the Chart and Billing Note section of the

Patient Account in red to make it more visible to the user.
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[ [F8] Patient Chart

Overview Photo ! Demographics | Critical Dates:
M. carePans Last well visit [ - E—
= — Last sick vistt & [F12] Patient Account: MIRANDA TEST (6253) Sex: M DOB: 12/24/2012 Age: 5 yrs. 10 mos. = <=
B enconies | e,
i
8T Encouniers ) Primary ins: AETNAHMO &l
Do  WelVists Sl ) overview Demographics / Patient Responsibility: Charges | Aging:
2  Messages VFC eligible:  NO f® nsurance PCP: Demo Doctor Copay Statements CHARGES
_,—— Freferred language: - Primins:  AHW AETNAHNO PCP. 510.00 S0.00  Sendto: FATHERTEST .
A, referraisTrans @ charges W i Balance owed:
o TRTRTE | amiv: e el Method: MAL
= clims _ Famiy owed:
1 Problem List e 'S | RokeReason | Authorty| Res?] Priz E Secins: MOLINAMOLINA Specil  $0.00 $0.00  Credit Card on file
O  AlergiesRuns ‘ T ‘ S5 Payments 000000000 After hrs: Name:  Nene CREDITS Fatient: swool [ ]
® oo | Stat At Co-ins %: 80.00 5000 = F: [
§ mescotons | Tasks and Care Plan Due ems: $  Credis atus e oins Card # amiy :l
= . - VFC: HO AGING <30
7 izt tem MostRecentinfo  LastDate Z= T Statements - AT
E Encounter o e Refdate: 3150
& History ‘pmmwg e = Tosks | Name Role/Reason BalOwed  Credit Bal @ sl et
PN |Syree— T Messages <Ho data to display= (OPatresp s ap. 52542| | 950458
Wi DagnosticTests || [eignt ¢k consents | open Claims: Billing Notes:
@ Riskassessment || [weignt - Disclosures | [ ciam#  Ciaim Date Patient s hsuredD  Provider  Charge
TR r— F—— Soope 208635(12/22/2015 | TEST, MIRANDA. |AHM  |[W1T11111111 [SusanJ.ki|  135.00)
S ost recent
@ Patint 205642|1202212015 | TEST, MRANDA. |AHM [W1111111111 _|Susan J. i1 9000/
& suveys S ceonig) O Famiy 205659/ 12/14/2015 | TEST, MRANDA [AHM |W1111111111 |SusanJ.Ki|  120.00
@ Asthma Plans. ‘HWWWWH‘ | 205702[ 11122015 | TEST, MIRANDA. |AHM  |W1T11111111 |SusanJ.Ki|  195.00]
§  GeneralNotes ‘V'B‘D” screen ‘ |
5 Comsenta||2LViISion o
Miscellaneous Notes:
[Jeude

ronfidential
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| Path: Smart Toolbar > Schedule button

Overview

Flags can be used on the calendar to add an alert to an appointment. There are only two flag color types availableGreen and
Red. The meaning of these flags will be designated by the practice. Their only function is to alert office staff to a certain status or

characteristic of an appointment, such as co-pay not paid, newborn appointment, etc.

Reminder and alert indications can also be applied to an appointment on the calendar. These indications are shown with a

question mark and bell symbol. Similar to the flags, the meaning of these indications will also be determined by the practice.

Pop-up alerts can be added to the Miscellaneous Notes and Billing Notes sections in the patient chart, which will then "pop up"

while scheduling an appointment, navigating the Account feature for the patient, and accessing the patient chart.

Using a Flag

1. Click on an appointment to select it.

2. With the appointment highlighted, click on either the Green Flag or Red Flag button in the task bar below the calendar, to
add it to an appointment.

3. Flag will now display on the appointment.

?
12:00 TEET, SARAH [000-000- 1008 I0-5013] ~EST SICK VISIT = WAF

Removing a Flag

1. Click on the appointment to remove a flag.
2. Click on the Clear Flag button to remove it from the appointment.

12:00 TEST, SARAH [D02-000-100€ 1D:5012) ~EST SICK VISIT — MUP

4 a |

Toggle Tentative Appointments
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The Toggle Tentative Appointment button toggles (adds/removes) a question mark icon to a selected appointment. This
function can be used to indicate if the appointment has not been confirmed. Practices can determine how this indicator is used

in their workflow. To apply the Tentative Appointment indicator to an appointment:

1. Click on the appointment that you wish to add or remove the Tentative Appointment indicator.
2. Click the Toggle Tentative Appointment button to add or remove the tentative appointment indicator (question mark) to
the schedule.

I

QFEST.TEDDY[ODD-DDIJI:‘;: /= 20 ©
- & A Alz)E]2]e

Toggle Reminder Status

The Toggle Reminder Status button toggles (adds/removes) a bell icon to a selected appointment. Practices can determine how

this indicator is used in their workflow. Some examples for the use of this indicator include:
e Obtaining a patient’s updated insurance card.
¢ Indicating that a payment is required.
¢ Indicating that an immunization is required.

To apply the Reminder Status indicator to an appointment:

1. Click on the appointment that you wish to add or remove the Reminder Status indicator.
2. Click the Toggle Reminder Status button to add or remove the Reminder Status indicator (bell symbol) to the schedule.

e

ae TEST, TEDDY [000000 W /= QO
Ia&x l A.-::.}_' ’ ‘ ? | Q‘\ J_J_'J\

Pop-up Alerts

Pop-up alerts can be created in both the Miscellaneous Notes and Billing Notes for a patient. You can create this pop-up by
including a 'stop code' in the Miscellaneous or Billing note that requires review by the front desk or staff who will be scheduling
appointments or checking in patients. To do so, insert the stop code ("@@") at the beginning of the note. Then, the next time the

staff attempts to schedule or check-in the patient, the note will appear on the screen.
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Additionally, the inclusion of this stop code will color the Miscellaneous Note section of the Clinical Overview and the Billing Note

Practicum

Add/Edit Appointment et
F] CHANNING, STOCKARD
106 sex: F__DoB:12/01/2016 Age on Appt Date: 2 yrs, 4 mos.
Meonday, April 1, 2019 Last encounter

Last well visit: [12/03/20180 T

Language(s):
Appt | CHANNIN oo TUEA WIARKIED
PP . -
text | DOB:12/0| Patient Register: Notes and Coordination of Care x e
S Miscellaneous Motes | Coord of Care  Consent Tracking ;"“E"dEd_REE

Appt . |2yearn 35 Characters - 1/2020 - 1
reason: oo - 1
Appt type: |WELL || @@ This is the Billing Notes field. 1/2020 -

Location: |Prima

Staff:

Prim/alt phone:

Move-up option:

Confirm status:

Arrival time:

Presenter:

e $0.00]
isit sttus: - so00
. 106 STOCKARD CHANNING £ | $652.00
——— Specialist] 5000 ||pat ins cred|  50.00[Fam ins crea{ 5000
ayment revd: Old Bal .00
z e @@ This is the Billing Motes field, |_|
Billing status: - Credits 50.00

:lE

section of the Account Summary (in the Patient Chart) in red to make it more visible to the user.

| Patient Chart: STOCKARD CHANNING (106) Sex: F DOB: 12/01/2016 Age: 2yrs. 6mos. Ins: AFTNAHMO | Patient Chart: STOCKARD CHANNING (106) Sex: F DOB: 12/01/2016 Age: 2 yrs. 6 mos. Ins: AETNA HMO.

6] | Photo/ ics / Critical Dates: ls.] | Account Summary Charges / Aging:
R Last well visit: [2/03/2018 o e PCP:  THEO WARNER,MD  Copay Statements insurance
ey Lastsck i restrctions Primins: AHMAETNAHMO  PCP $1500  Sendto: RICHARD CHANNING owes  patint: [ ool [ ses200]
W Nextappt:  None Dinclude confidential 78967820909 el Method: MAL rmiye [ [ sssaao]
St NO PHOTO | pcp. THEO WARNER, MD P e Sec Ins: Special:  §0.00  Credit Card on file CREDITS patient: ||
s Overien AVALABLE | primary ins:  AETNA HMO e i After s Name:  None famity | |||
B carcrtos Second ins: !! “E:“"”“‘E"' Status:  Active Coins%: 000 Card % ] aone <3 [ ]
7 Er=res VFC eligible: NO = Asthma Plans VEC: NO oz o :I :I
pref language: Generalotes
Qo el vtz 939 Financial Family (guarantor in bold): @senice 100: | || |
i I Pat resy
I Referas/Toc Family PLETErins Name Role/Reason salowed | Creditsal | PR ESF a0 $652.00
11 Problem List Name “ Role/Reason Authority Res? Prtl? | [£3 gasic information RICHARD CHANNING Father $0.00 0.00| Billing Notes:
O Herges RICHARD CHANNING |Father point | &1 | O | & notespacain ELIZABETH CHANNING Mother 5000 5000
Medications ELIZABETH CHANNING Mother Joint O | @ Privacy/sharing
5; f— | | @] Open Claims: @ Patient O Family
T ancl Care]Plan Due s JC T IS/ Clim# CamDate Patient  Ins Insured|D Provider Charge nsBal PtBal Cat
Y oty em Most Recent o Lastoste B | b s contacts
& T00023[ 21037201 CHANNING € 7as6Ta099< Theo | es200] es200| |an
# italsfGrowth b ConsentForms
© Development
DisgnosticTests 1
g o | Developmental mile|/Age: 2 yrs. 0 mos; nformant: | 12/3/2018 | Account
Rk Assessment
os = Diag Test Summary
urveys
s [Fuoride vamish [applied [ 123018 | ® mnsurance
L3 Developmen
&
@ Asthma Pians Encountey
e [preventive encounteTwo year wellvisit [ v20te | e
B
I & &
 DEMOGRAPHICS e 8 ceds Department Name
(£ gasicInformation EF Statements Due Date Status Ordered By

Version 14.10

Pop-up Alerts

Pop-up alerts can be created in both the Miscellaneous Notes and Billing Notes for a patient. You can create this pop-up by
including a 'stop code' in the Miscellaneous or Billing note that requires review by the front desk or staff who will be scheduling
appointments or checking in patients. To do so, insert the stop code ("@@") at the beginning of the note. Then, the next time the

staff attempts to schedule or check-in the patient, the note will appear on the screen.
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Add / Edit Appointment x
test @ TEST, MIRANDA
6853 Sex: M DoB:12/24/2012 Age on Appt Date: 5 yrs. 10 mos.
Thursday, October 25, 2018 Last encounter:

Last well vist. HOTFOUNDI
Search | | Language(s):

Appt | TEST MIRAN patient Register: Notes and Coordination of Care X
text
MNotes | {Bil Coord of Care | Consent Tracking
Appt 35 Characters =
! " This is the Biling Notes field.
is is the Billng Notes field.
Agpttype: ee ’

Location: |Cherry T

Staff: Susan Ki

Primary/alt phone: 8(

Confirmed status: E

Arrival time: |:

Presenter:

Vistt status: s2842

&

6853 MIRANDA TEST $504.58)
+0WdBal| 52542 |Patins cred [Famins cred
- Credits @@ This is the Biling Notes field |_|

Room:

Payment rcvd:

Biling status:

SUKI305]102518-03:45FM
203702

Additionally, the inclusion of this stop code will color the Miscellaneous Note section of the Chart and Billing Note section of the
Patient Account in red to make it more visible to the user.

(Y | (i)

(2 Overview  Photo!Demographics | Critical Dates:

? Care Plans Last well visi [N
== Last sick visit
= FCP: Demo Doctor
[} Er il
[ E=tts ] Primary ins: AETNA HHO . . .
'S Wel Visits Second ins: MOLINA =3 overview Demographics / Patient Responsibility: Charges | Aging:
£ Messages VFC eligible:  NO % hsurance || PCP Demo Dactor Copay Statements CrrES
(— Preferred language: Primns;  AHM AETNAHNO PCP.  $10.00 S0.00 Sendto: FATHER TEST "
& Referrals/Trans 5 crages W11 Well Method: MAL Balance owe:
Faeny = Famiy owed:
1 Problem List Name . Roleesson Authory Res? Frif =E clams Secins:  MOLINAMOLINA Specal  $0.00 $0.00  Credit Card on file )
O Akergiesruns P e 25 Payments 000000000 After hrs: Name:  None CREDITS Patient
& o | Status Act Co-ins %: $0.00  $0.00 F
§ Medcatons | Tasks and Cars Plan Dus tems: §  creats A e ons Card # = L
= WFC MO P i
7 smunzatons ftem MostRecentinfo  LastDate 2= ~ & Statements 2 .
) Encounter = in bold): Refdate 3160
4 oy Preventive ence = Tasks Hame Role/Reason BalOwed  CrediBal OEwm  mas
S vitasiGrowtn | (5 T messages <Ho data to display> OpPatresp  »00.  52542| | $50458
[l§ DagnosticTests || [Heignt b Consents | Open Claims: Billing Notes:
() RiskAssessment || weignt o] piscosures | [ caim#  Claim Date Patient s hsured D Provider  Charge
et [r—— Scope 205639| 1202212015 | TEST, MRANDA. |AHM |[W1111111111 |SusanJ k| 135.00
s | W il ©® Patient 205642|12/22/2015 | TEST, MRANDA [AHM [W1111111111 |Susan J.Ki| 90.00]
& suveys cimenmg| O Famiy 205659 |12/14/2015 | TEST, MIRANDA |AHM [W1111111111  |Susand.Ki|  120.00
G Asthma Plans Hearing screen ‘ | 205702[ 111212015 | TEST, MRANDA |AHM |W1111111111 |SusanJ.ki|  195.00
B comraiaes || Ve s | |
A s = Vital Sign ©

laneous Hotes:

R —
o
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