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Preface
From all of us here at Henry Schein Medical Systems, Inc., thank you for selecting MicroMD PM, practice
management software that will help lead your practice through the millennium. This guide is a quick
reference to all of the newest features of MicroMD PM. This guide does not cover hardware setup,
networking, or installation of the program.

How This Guide is Organized
In general, we have organized this guide according to the modules within MicroMD PM. The discussion
consists mainly of the new features with the system, as well as other important information you need to
know related to the new version. You can find in-depth information about the entire module in the
MicroMD PM User’s Reference Manual located in the Help menu of MicroMD PM.

Conventions Used in This Guide
Before using this guide, it is important to understand the typographical conventions used to identify and
describe information.

Cross-References
Cross-references to chapters, sections, page numbers, headings, etc. are shown in an italic typeface.
e.g., Refer to Conventions Used in This Guide on page .i.

Text You Type Using the Keyboard
Text that you type using the keyboard is shown in a Courier typeface.
e.g., Type Anthony Smith in the Name field.

Keys You Press and Buttons You Click
Keys that you press on the keyboard and buttons/icons that you click with the mouse are shown in a bold
sans-serif typeface.
e.g., Press Enter.
e.g., Click OK to continue.

Dialog Box, Application Window Titles, and Field Names
The titles of dialog boxes and application windows are shown in italics. Field names and selections made
from drop-down menus, etc. are also shown in italics.
e.g., The Print Preview dialog box appears.
e.g., Select Commercial Insurance from the drop-down list.
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Warnings, Notes and Tips
Warnings, notes and tips appear throughout the guide. They provide additional information important for
you to know about a topic.

 Warning Table



A warning alerts you to a severe situation, a potential for
data loss, or other critical information about the actions
discussed in the instructions.

 Note Table

○

A note highlights some important information you need
to know to use the features of the system correctly or to
get the results you expect.

 Tip Table

ii



This type of tip highlights helpful information you may not
know about the system or feature.



This type of tip contains a reference to some related
information or a related feature on another page or in
another section of the guide.
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General Changes
Moneris/Vantiv Becomes WorldPay
Your MicroMD support team will be working with you on the changeover from Moneris/Vantiv to Worldpay.
Within the MicroMD software, you will notice a new credit card payment window when you process the
patient’s credit card, whether for payments, refunds, or to set up a Credit Card Payment Plan.
The workflow for processing a credit card payment has not changed very much. When you click the Credit
Card Pay icon ( ), the new MicroMD Credit Card Form window opens (Figure 1.1), and we have simplified
the window and made it much faster to complete the transaction.
Simply click the Credit Card Pay icon, type the amount, and click the appropriate button: Pay or Refund.
(The Token button is specifically used for Credit Card Payment Plans within the Patient Detail window.)



This new window now displays the total patientresponsible balance on the patient’s account.

Figure 1.1 New Credit Card Payment Window

○




In addition, with the new WorldPay vendor, cloud-based
practices processing credit cards can now use the more
secure EMV chip technology.

Practices should receive or have received the new IPP320
machines with updated software to support WorldPay
processing.

Please refer to the main MicroMD PM User’s Reference
Manual for more details on working with credit card
processing.
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ICD-9 Codes No Longer Appear

ICD-9 Codes No Longer Appear
With version 16.0, ICD-9 codes no longer appear throughout the system; however, they still exist in the
system for reporting purposes or other historical needs.

System Preferences
The ICD10 Changeover field on the System Preferences tab under Setup > System Preferences is now a
display-only field for the practice’s future reference.

Figure 1.2 System Preferences

Report Options
The ICD-9 and ICD-10 Diagnosis options on the various Report Options windows remain, however, to allow
you to generate historical reports.

Figure 1.3 Diagnosis History Report (Example)

Diagnosis Search Windows
Anytime the Diagnosis Search window displays, you will no longer see the ICD9 column, and any
unmapped ICD-10 codes will not display. In addition, the ICD codes automatically sort by the ICD10
column in ascending order. When you use the ALL list to find codes to add to your practice’s common list,
the system does not display any inactive codes, and if you bring over a code that contains an active or
effective date, the system automatically populates that date in the Diagnosis Detail window for you.

1.2
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Figure 1.4 Diagnosis Search Window

Diagnosis List
When you open the Diagnosis List window (Maint > Diagnosis), the ICD-9 column no longer appears. The
default sort order for the window is by the ICD-10 column in ascending order, with any unmapped
diagnoses shifted to the bottom of the list.

Figure 1.5 Diagnosis List Window
If you have any unmapped codes in your diagnosis list, you can open the diagnosis code entry and select
the ICD-10 you want to associate it with from options in the ICD-10 Billing Code drop-down.

Figure 1.6 Unmapped Code

Charges/Payments
Within the Charges/Payments module, the ICD-9 options also no longer appear. However, for any historical
charges in the patient’s account, the ICD-9 codes sent for the claim still remain on the sequence.

MicroMD PM Update Guide Version 16.0
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MicroMD DMS Enhancements

Insurance Plans
For the Insurance Plans (Maint > Plan), the Use ICD-9 On Claims option was removed from the IDs tab.
During the update to version 16.0, if there happen to be any insurance plans with this option marked, the
option will be cleared out before it is removed from the system, and the system will start sending ICD-10 on
claims for that plan.

Figure 1.7 Option Removed from Insurance Plans

Diagnosis Hover Pop-up
Wherever you can hover over a diagnosis code to display the code with the description, the text now only
displays the ICD-10 code and the description for the diagnosis. The ICD-9 code was removed from the text
that displays.

Figure 1.8 Diagnosis Hover Pop-up in Version 16.0

MicroMD DMS Enhancements
Notes and Comments
In MicroMD DMS, users can no longer edit or remove existing Page Notes or Document Comments on a
document or page once it is saved. Users can only add a new Page Note or a new Document Comment to
the file.

Figure 1.9 MicroMD DMS Appended Note
1.4
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New View Options in MicroMD DMS
On the ribbon bar in MicroMD DMS, there is a new View section with different views you can access from
the current window. For example, if you are currently in the Folder view and you want to search for a file
without closing the Folder view, you can click the Search button. The system opens the window separately
from your current window.

Figure 1.10 New View Options in MicroMD DMS
If you click the button related to a window you already have open, the system brings it to the foreground
and makes it the active window for you. For example, if you have the Folder view open and you want to
search for a file, click the Search button. On the search window, if you want to return to the folder view,
click the Folder button on the search view.

CHC Slide Calculation Window
With version 16.0, there is a new CHC Slide Calculation window each practice can display when the system
applies a sliding fee schedule to a patient’s charges. The read-only window provides in-depth details
about the discounts the system will apply to the patient’s charges.
The slide calculation window is an excellent tool for troubleshooting the discounts provided for your
patients. You can turn it on, enter charges, and review the fee scale applied to the patient’s charges
before saving the sequence.

CHC Slide Calculation Window
As the biller continues to enter charges on the sequence, the system updates the information on the
window. If there are any changes to make to the calculations, the biller can edit the sequence as needed
before saving the charges. Table 1.1 explains the fields on the window in more detail.

Figure 1.11 CHC Slide Calculation Window
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CHC Slide Calculation Window

The Line Item Adjustment Details section displays how MicroMD PM will post the slide schedule’s write-off
to the patient's account. The amounts in the Discount column automatically change to reflect the total
at the bottom and are the same amounts you can see when you double-click the write-off on the saved
sequence (Figure 1.12). In our example in Figure 1.11, the patient’s total 75% discount was less than the
minimum flat fee of $35. That $35 was then broken up between the three line items on the patient's
sequence: $2.40, $18.80, and $18.80 so MicroMD has a dollar value to post.

Figure 1.12 Write-off Details for a Slide Schedule

Table 1.1

○

If you want to display the CHC Slide Calculation window,
be sure there is a check mark in the Show Slide
Calculation checkbox on the Billing Preferences tab
(under Setup > Practice Preferences).

○

If your practice uses procedure-specific sliding fee scales,
the system also displays additional information for each
line item when you click the arrow icon ( ). See page 1.8
for more details on line-level details.

Fields on the CHC Slide Calculation Window

Field

Description

Level Indicator

This is the alphanumeric identifier for the sliding fee schedule applied to the
patient’s sequence.

Discount or Fee
Type

1.6

The Type drop-down indicates the what kind of write-off this slide level
applied at the sequence level.

MicroMD PM Update Guide Version 16.0
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Fields on the CHC Slide Calculation Window (continued)

Field

Description

Discount %

The fields displayed here depend on the Type associated with the slide level.

or
Fee and Fee Basis

 If the Type is Discount, the Discount % displays the percentage applied to
the patient’s total charges before comparing the amount to any
minimums set for the slide level. For example, if Slide B writes off 75% of
the patient’s charges, the Discount % field would show 75 and once the
discount is taken, the system compares the amount to any minimums
identified for the slide level to determine how much to charge the patient.

 If the Type is Flat Fee, the Fee and Fee Basis fields display the amount
charged for each line or charged for each unit on each line for this slide
level (e.g., if Slide B charges a standard charge of $15.00 for each line item
on the sequence, the Fee field would show 15.00 and the Fee Basis field
would show Per Line.

Minimum Amount
Type

The Type drop-down indicates the kind of minimum amount this slide level
applied at the sequence level.

Discount %

The fields displayed here depend on the Type associated with the minimum
amount for the slide level.

or
Fee and Fee Basis

 If the Type is Flat Fee, the Fee and Fee Basis fields display the amount
charged for each unit, each line, or per visit for this slide level.

 If the Type is % of Std Fee, the Discount % field displays the portion of the
procedure’s standard fee considered the minimum the patient should
pay for each procedure at this slide level.

Totals Section
Total Entered Charges

The Total Entered Charges field displays the base fee amounts posted for the
line items on the patient’s sequence before any discounts were applied.

Total Adjusted Charges

The Total Adjusted Charges field displays the total amount after all discounts
were applied, both at the sequence level and at the procedure level.
Total Adjusted Charges = Total Entered Charges – Total Slide Adjustment

Total Patient Portion

The Total Patient Portion field displays the total patient-responsible amount
that will be left on the sequence when you save and the system posts all the
associated write-offs.

Total Slide Adjustment

The Total Slide Adjustment field is the total amount that will be written off for
the current charges posted on the patient’s sequence when you save.

MicroMD PM Update Guide Version 16.0
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Line-Item Sliding Fee Schedule Overrides
For those practices that have sliding fee schedule overrides associated with different procedures, the
system also displays the override icon ( ) next to those procedures in the Line Item Adjustment Details
section of the CHC Slide Calculation window. When you click the icon, the Override Bracket displays.

Figure 1.13 Line-Item Sliding Fee Schedule Overrides
The override information was set up for the individual procedure in the CHC Module setup (under Aux >
MicroMD CHC > Setup > Procedure) and informs you of what MicroMD PM uses to determine the charge
for the associated line item. Table 1.2 explains the fields in this section.
Table 1.2

Fields in the Override Bracket Section of the CHC Slide Calculation Window

Field

Description

Level Indicator

This is the alphanumeric identifier for the overriding sliding fee schedule
applied to the selected procedure.

Discount or Fee
Type

The Type drop-down indicates the what kind of write-off this slide level
applied for the selected procedure.

Discount %

The fields displayed here depend on the Type associated with the procedurelevel slide.

or
Fee and Fee Basis

 If the Type is Discount, the Discount % displays the percentage applied to
the patient’s procedure before comparing the amount to any minimums
set for the procedure-level slide. For example, if Slide CB writes off 75% of
the procedure, the Discount % field would show 75 and once the discount
is taken, the system compares the amount to any minimums identified for
the procedure-level slide to determine how much to charge the patient.

 If the Type is Flat Fee, the Fee and Fee Basis fields display the amount
charged for the procedure itself or the amount charged for each unit on
the procedure for this procedure-level slide. For example, if Slide CB
charges a minimum flat fee of $15.00 for the procedure, the Fee field on
the procedure would show 15.00 and the Fee Basis field would show Per
Line. This would be the fee always charged for the procedure.

1.8

MicroMD PM Update Guide Version 16.0

CHC Slide Calculation Window
Table 1.2

Chapter 1. General Changes

Fields in the Override Bracket Section of the CHC Slide Calculation Window (continued)

Field

Description

Minimum Amount
Type

The Type drop-down indicates the kind of minimum amount this override
slide level applied at the procedure level.

Discount %

The fields displayed here depend on the Type associated with the minimum
amount for the procedure-level slide.

or
Fee and Fee Basis

 If the Type is Flat Fee, the Fee and Fee Basis fields display the minimum
dollar amount charged for each unit, each line, or per visit for this
procedure.

 If the Type is % of Std Fee, the Discount % field displays the portion of the
procedure’s standard fee considered the minimum the patient should pay
for this procedure.
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Appointment Changes
MicroMD ECM Eligibility Status
For those practices with the MicroMD ECM module, the system displays an Eligibility Status indicator next
to patient appointments to tell the office staff if the patient has coverage for their visit (Figure 2.1). With
version 16.0, this feature was enhanced to help practices narrow down the number of patients for whom
they need to review the individual eligibility response file. Basically, we’re giving you the tools so you can
have fewer L’s to review.

Figure 2.1 Appointment Schedule
You can now tell MicroMD PM which Service Type codes are relevant to your practice, as well as identify
additional response codes from eligibility files that mean a patient is “not eligible” for services. The system
displays the following eligibility indicators:

 blank
 W = Waiting for a response.
 E = Eligible, with full coverage
 N = Not eligible. The N indicator displays if the Service Type(s) selected in the new Service Types
field have any of the codes your practice has chosen in the new Not Eligible field.

 L = Limited coverage. The L indicator displays when there is a combination of eligible and not
eligible codes for a Service Type. Check the patient’s Eligibility Response window to see what is
covered.

 ? = User decision
When you tell MicroMD PM more about which codes are “not eligible”, you can minimize the number of L
indicators that appear on the schedule, saving your staff time and energy.

MicroMD PM Update Guide Version 16.0
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MicroMD ECM Eligibility Status

Identifying Service Types
To identify those Service Types most relevant to your practice, select Setup > Practice Preferences >
Additional Modules. For the MicroMD ECM option, click the Setup icon ( ) on the Task Pane. This opens
the Additional Modules Configuration - MicroMD ECM window.

Figure 2.2 MicroMD ECM Options
With version 16.0, there is a new section of options called Codes. In previous versions, by default, the
system showed your staff eligibility for all service types and was hard-coded with the obvious “Not Eligible”
codes from the file. You now have flexibility.

Service Types
The service types that MicroMD PM showed you in the appointment schedule are still selected by
default in the new Service Types option. From now on, however, you can make adjustments and
narrow down the eligibility file to display only those eligibility responses that are most relevant to the
services your practice provides.

Figure 2.3 Service Types
When you click the magnifying glass icon ( ), the system displays all possible service type codes with
the currently selected codes at the top (Figure 2.3). Depending on your specialty, some of these may
not pertain to the services you provide.
Simply drag-and-drop the service types between the top and bottom to include or exclude the item.
Once you are satisfied, click the OK button.


2.2

This filter also affects your view of each individual
patient’s eligibility (Figure 2.5 on page 2.3).
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Non-Eligible Codes
By default, MicroMD PM considers the following six codes as “non-eligible” codes and when those
appear in the eligibility file, the system displays the N indicator (for “Not Eligible”) on the schedule.

Figure 2.4 Non-Eligible Codes
If there is a combination of codes and MicroMD PM can’t determine the exact eligibility, the system
displays an L indicator (for “Limited Coverage”). The L indicator means that someone needs to review
each individual patient’s eligibility data and do research to determine if the patient’s services will be
paid by the insurance company.
With version 16.0, you can now do a little setup and identify more codes that you consider “noneligible” in eligibility files. Simply drag-and-drop the codes between the top and bottom to include or
exclude the item. Once you are satisfied, click the Finish button.

Filtering a Patient’s Eligibility Response Window
Once you have your eligibility Service Types and non-eligible codes refined the way you want, not only
does this reduce the number of Limited Coverage indicators someone needs to review, but the system
now automatically filters the patient’s Eligibility Response window.

Figure 2.5 Patient’s Eligibility Response Window
On the Eligibility Response window, there is a new Filter/Unfilter button. The system automatically filters
the response window for you based on the Service Types selected in the MicroMD ECM setup (page 2.2). If
you need to see all the data from the response file, you can click the Unfilter button to display information
for all Service Types.
MicroMD PM Update Guide Version 16.0
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Reasons for Rescheduling or Cancelling Appointments

Reasons for Rescheduling or Cancelling Appointments
Many practices have a variety of reasons that a patient's appointment is moved or cancelled, from the
patient rescheduling to the provider cancelling. With version 16.0, your practice can set up the most
frequent reasons an appointment is changed and associate that reason with the appointment’s status.
For example, Administrator Betty can generate the Appointment Status report, choose the provider,
choose Rescheduled from the Status filter and Provider from their list of Reasons to see all of the
appointments that were rescheduled by the provider (vs. the patient rescheduling).

Setting Up Appointment Change Reasons
Each practice can establish their own list of reasons for changing an appointment under Appt > Setup >
Appointment Change Reasons in the main menu.

Figure 2.6 Appointment Change Reasons
Click the New icon ( ) on the Task Pane to add a new row. Type the text of the reason in the Description
field and try to keep the description short and easy to understand in a glance. It appears on the
Appointment Status report and in the patient’s Appointment History.

○



2.4

Only users with the appropriate permissions can
access and/or manage Appointment Change Reasons
(page 2.7).

We recommend two reasons: PATIENT and PROVIDER.
This way you know who is cancelling the appointment,
and you can add any additional information specific to
that cancellation in the Log field.
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Associating a Reason with an Appointment Change
When it comes time to reschedule or cancel an appointment, select the appointment and click the Change
Appt icon ( ) on the Task Pane to open the Appointment Move window.

Figure 2.7 New Reason for Change Drop-Down
From here, you can choose the appointment’s status from the Set Status As options as always, but now
with version 16.0, you can also indicate who cancelled or rescheduled the appointment (e.g., the patient
initiated the change or the provider initiated the change). Simply select the appropriate option from the
Reason for Change drop-down and enter any additional information related to the specific appointment
change in the Log field.



If someone deletes a reason that was used when
changing an appointment, that original reason remains
associated with the appointment change for historical
purposes.

Reporting on the Appointment Reason
Once your practice has spent time implementing the Appointment Change Reasons, you can report on this
information in a couple of ways.

Appointment Status Report
On the Appointment Status Report, there is a new Reason filter that allows you to generate a report
based on the reason the appointment status changed. Only those appointments with the associated
reason appear in the resulting report.

Figure 2.8 Appointment Status Report Option
MicroMD PM Update Guide Version 16.0
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Reasons for Rescheduling or Cancelling Appointments

The Reason filter is active for all Status options except
when you choose only Standard since the reason does
not apply to an appointment that hasn’t changed.

For example, at Advanced Family Practice, Betty wants to find out just how many appointments one of
her providers has cancelled in the last few months. She generated the Appointment Status Report with
the following options:

 Date From: 01/01/2019
 To: 05/31/2019
 Reason: PROVIDER
 Status: Cancelled, Missed, and Rescheduled
 Group By: Provider

Figure 2.9 Appointment Status Report

Patient’s Appointment History
In the patient’s Appointment History, there is now a new Reason column that displays the reason
chosen when the user changed the appointment.

Figure 2.10 Reason Column on Appointment History
2.6
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In addition, the system displays the Appointment Change Reason on the printout from the
Appointment History.

Figure 2.11 Appointment History Printout

Security Permissions for the Appointment Change Reason
Only those users in the practice with the appropriate permissions can add and manage the Appointment
Change Reasons. The security permissions control who can determine what reasons appear for the staff in
the new Reason for Change drop-down on the Appointment Move window (Figure 2.12).

Figure 2.12 New Security Permissions for Appointment Change Reasons
For every user, you have the following permissions in the Identity and Access Management module. By
default, only Superuser and Equivalents have these permissions when you upgrade. If you want other
users to manage Appointment Change Reasons, you’ll need to edit their user account accordingly:

 Add: This permission allows the user to create and save new Appointment Change Reasons.
 Delete: This permission allows the user to remove an existing Appointment Change Reason.
 Modify: This permission allows the user to edit an existing Appointment Change Reason.
 View: A person with only this permission allows the user to access the Appointment Change
Reason setup options and see the list of reasons created in the system, but they cannot add
more, remove existing entries, or edit existing entries.

MicroMD PM Update Guide Version 16.0
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Enhanced Practice Holiday/Vacation Schedule

Enhanced Practice Holiday/Vacation Schedule
The Holiday/Vacation schedule in the Appointment Module was revamped for version 16.0 to add
flexibility to managing appointment schedules. Practices can now close the entire practice for a holiday or
close multiple provider schedules for a conference in one action. In addition, you can establish a repeating
schedule so you can essentially “set it and forget it”.

Figure 2.13 New Holiday/Vacation Window
Now when you select Appt > Holiday/Vacation from the main menu, the new Holiday/Vacation window
opens and displays the list of closings. You can display the list of holidays and vacations created for a
specific year, and then filter the list by Provider. You can also search the list of entries with the search field
at the top of the window. To see more, double-click the row to open the details of that holiday or vacation.

Adding a Holiday or Vacation Schedule
To add a holiday or vacation schedule to the system, click the New icon ( ) on the Task Pane. The new
Holiday/Vacation window opens (Figure 2.14). Complete the window and click Accept. Table 2.1 provides
more in-depth information about each field. If there were appointments scheduled for any of the days you
have closed, the system prompts you with the list of patients you need to reschedule, just like when
customizing a day. See page 2.10 for more details on closing a schedule that already has appointments.

2.8
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Figure 2.14 New Holiday Window
Table 2.1

Fields on the Holiday/Vacation Details Window

Field

Description

Description

Enter the text you want to appear on the Appointment Schedule for the
day(s) you want to close.
For example, if you type NEW YEAR’S DAY, the text “NEW YEAR’S DAY” would
appear as it does in Figure 2.16 on page 2.10. If you type all lowercase new year’s
day, the text appears just as you type it as “new year’s day” on the schedule.

Date

Enter a single day or a date range for the schedules you want to close. If you want to
close a single day, enter the same date in both fields.

Provider

You can close all providers’ schedules, a single provider’s schedule, or even multiple
providers’ schedules. Select the provider(s) from this list.

Annual

These options allow you to set the recurring date for yearly holidays or for other
recurring dates your practice wants to set. You have the following options:

 No: This is the default and means the date or date range occurs only once and
then stops.

 On the date: This option allows you to close the schedule every year on the same
month and day.

 On the: These options allow you to set days like Thanksgiving, which is the fourth
Thursday of the month.

 Range of recurrence: When you choose either On Date or On the options, the
system enables the Range of recurrence. These allow you to specify the ending
point of the annual recurring holiday or vacation. You have two options:

- End by: The End by option allows you to choose a specific annual date by
which to end the annual closure. By default, the system chooses End by and
enters12/31/2050. The schedule will reopen on the date entered in this field. For
example, by default, the last holiday scheduled would be 12/31/2049.

- End after: The End after option allows you to enter a specific number of yearly
instances. For example, if you need to close your schedule on a specific date for
the next three years, you can type 3 in the End after field. This tells MicroMD to
reopen the schedule after the third time the schedule was closed with this entry.
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Enhanced Practice Holiday/Vacation Schedule

Closing a Day with Appointments Already Scheduled
If there are appointments already on provider schedules when you save the Holiday/Vacation entry, the
system displays any appointments that you need to reschedule as a result of closing the schedule of the
selected provider(s). Manage these as you would any other appointments that need to be rescheduled.

Figure 2.15 Appointments to Reschedule
You can use the Provider and Location filters at the top of the window to limit the number of appointments
you can see on window.

Editing a Holiday or Vacation Schedule
When you change a holiday or vacation schedule, the system reopens any day no longer included and
allows staff members to begin scheduling appointments again for the selected provider(s). If there was no
Provider Week template applied when the user goes to schedule an appointment, the system prompts
anyone viewing that day’s schedule to apply the appropriate template as it does now.

Multiple Closings for a Single Schedule
With the ability to close schedules at the practice level, there are countless scenarios that could occur. You
could potentially have a provider whose schedule shows multiple holiday or vacation entries. For example,
Dr. Lisa Webb is out for several months on maternity leave and you have also closed the practice for
Thanksgiving, Christmas, and New Year’s. The schedule shows both closings for the day.

Figure 2.16 Multiple Closings on a Single Provider
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Deleting a Holiday or Vacation Schedule
If you decide later that the office isn’t closing for a holiday or the provider will actually be taking patients
that day and needs to reopen the schedule, you can remove the holiday or vacation entry. When you do so,
the system reopens that day and applies the appropriate day schedule from the Provider Week Setup (if
one exists for the week(s) on which the day was reopened) and frees the schedule so staff members can
create appointments.
To delete a holiday/vacation entry, open the entry and click the Delete icon (

) on the task pane.

Appointment Request Filters
In version 16.0, you can now search the list of appointment requests by the patient’s name and also set the
window to display only the list of requests you want to see. For example, you only work with one of the
providers in your practice on a daily basis or at a specific location. You can set the Appointment Request
list to show only those requests.

Figure 2.17 Appointment Request Filters

Searching by Patient Name
If you need to find a single patient’s appointment request, you can simply type the patient’s name in the
Name field and press the Enter key on your keyboard. The system attempts to match a patient with the
text you type. If you type smith, the system displays all patients with “Smith” somewhere in their name
(e.g. Anthony Smith, Jenifer Smithson). If you type michael, the system displays all patients with
“Michael” somewhere in their name (e.g., Andrew Michael Homer, Michael Aikens, Sandra Michaelson).

Figure 2.18 Search by Patient Name
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Appointment Request Filters

Choosing the Provider(s) and/or Location(s) to Display
In version 16.0, if you only manage the schedule for one or two providers in the practice; for providers in
a specific location; or for specific providers in a specific location, you can now click the Provider Order
icon ( ) at the top of the window and set your preference.

Figure 2.19 Appointment Request Provider Order
Drag-and-drop the providers from the left side of the window to the right side to select the provider(s)
whose requests you want to see. When you click OK, the system filters the appointment requests to show
only those for the selected provider(s).
Once you set your preferences, each time you come into the Appointment Request window, the system will
automatically display only those provider(s) and/or location(s) you have selected.
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To view the requests for all providers again, you can
place a check mark in the Show All option.



If you have no Provider Order established on the
Appointment Requests window, the system shows all
requests by default.
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