
  

Processing Charts: Case Review –  
Part 1 

This is how to process an encounter for case reviews.  

  

Once admin staff receives the standing task notifying them that an encounter is ready for review, 
clicking on the patient’s name opens the chart.  
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You’ll see the encounter listed here. Clicking on the encounter title opens the encounter. 

  

The first thing to do is look to see if there are any admin notes from the clinician to admin staff at 
the bottom. In this case, there are.  
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I’m going to copy them. I also want to make a note here that there is no Quest testing that has 
been ordered. 

I’m going to go back to the chart, right-click, and create a subnote of the encounter.  
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I want to create my admin notes, so I’ll title it and categorize it as an admin note. I need to put my 
message here that I’m generating an estimate. There is no Quest testing ordered, so I’m going to 
take that off, and I’m going to paste the clinician admin note here. 

  

In this case, Amy is asking us to send a biotoxin survey to the patient, which is a taggable form. I 
can click on the tag, mark the correct form, save, and close. I’m going to note that I did that here. 

She is also asking us to add a supplement to the database, a brand new supplement. I’ve already 
put it in the system, so here I’m just going to note that I added it. Then I can save and close my 
admin notes and go back to the encounter. 
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I’ll want to make sure that I add the supplement here to the plan box by clicking the plus sign and 
then Add Supplement. Then I’m going to remove the admin notes from the bottom. 
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Now, I’m ready to create the post-appointment notes, so I want to highlight everything in the 
assessment and plan. Go back to the chart, right-click, and create another subnote. Title it, and 
make it an admin note. 

  

  
I’m going to paste the clinician’s notes at the bottom of my message. 

Now I want to go through and pick out what applies to this encounter and what needs to be sent 
to the patient, so I’ll address it to the patient. She is going to have an estimate, and I need to go 
back and look and see. There are several self-order supplements, so I want to make sure I note to 
her which ones those are so that she can order. The first one is the new supplement that was just 
added, the PHGG, the Prescript-Assist, and the VCLL. I did send her a biotoxin survey, so I’ll leave 
that there. There are no requisitions that are going to be created.  
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For the case review, there should be a report of findings already in the chart. I want to double 
check that it is there, so I’ll click on her chart and click on Consults. I can see that it is here, and it’s 
visible to the patient’s portal. 

I can go back to my appointment notes. There is also a message here to remind the patient that 
now that she is an established patient, she will be scheduling her own appointments, and this is 
how she can do it through the portal. 
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Before I send this to the patient, I want to go back to the note, read through everything, and make 
sure everything is here. Amy is recommending a metal detoxification, so the handout is already 
attached. In addition to those supplements, she is recommending the PHGG, which we know is 
here, and discussing her future testing plans, which are not ordered right now. The other thing that 
I notice is that a Cyrex 3 and 4 are ordered. There is a handout here with the Cyrex 3 testing, but it 
looks like the handout is not added for Cyrex 4. 
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So, in my post-appointment notes, I do want to draw attention to the fact that the patient has 
handouts now. I’m also going to add the Cyrex 4 handout by going to My Links, Browse 
Documents, Handouts.  
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I’ll right-click on the Cyrex 4 testing, copy to current patient’s chart, and leave all this to the 
default, and then click Done, File Document. 

  

You can see it attached here. You can also see the handouts in the chart in the handout section. 

  

kresserinstitute.com  10



  

Now that I’m done with my post-appointment notes for the patient, I will save and sign them. I do 
want to send her a message to let her know that there is a new message for her, and I want to 
make sure that she can see this whole note. I can sign that and close. 

  

Now I need to put together the estimate. First, I’ll add the testing. Everything is always ordered in 
the same order it is entered into the plan box. So now I want to add the supplements for the detox 
protocol. Again, I can click the plus button and add each individual item, or I can use my chart part.  
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In this case, I know that some of these supplements require more than one bottle to be ordered in 
order to last for the duration of the protocol, so I do have another document that I’ll reference that 
lists a total four-month supply and how many bottles of each supplement are needed.  
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So as I add them, I want to look and make sure what quantity is needed. Oops, rewind that before I 
started adding that last supplement.  

In this case, we need to order an extra bottle of Clearway Cofactors in addition to what comes as 
part of the cube. The plan box always needs to match the charge box, so I’ll go ahead and add a 
Clearway Cofactors here, and then I can add it to the charge box as well. So, some will come as 
part of this cube, and then the patient needs an additional one bottle. 

Now that I have everything added to the charge box, I can save this note. Come up to My Links, 
and generate my estimate.  

  

Look it over to make sure quantities are here and everything appears as it should.  
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For the cube, I like to break this out a little nicer for the patient just so it is easier for them to read 
the notes here underneath it. The credit card is not expired. Good shipping address. So now I’m 
going to save it. 

We leave the default title. Do not attach it to a note, and yes, we want it to be visible to the 
patient’s portal, and save to patient chart. I can highlight the title of this note here. I can close it.  
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Back on My Task, I’m going to rename it so that the patient’s name is first. I’ll paste the name of the 
title, and then I’m going to stamp it and note that I sent the estimate to the patient. 

I want to follow up on it in two weeks. I’ll leave it assigned to myself, and I accept the edits. 
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Then back in the chart, I’m going to send the final message to the patient that the estimate is 
ready, so I’ll notify the patient by portal. I’m going to address it to the patient.  

  

Then I want to make sure I have a specific note on there to draw attention to the fact that I have 
increased the quantities on some of the supplements and kind of explain to the patient that it will 
last them for the four months but also that they need to review the handout, review the 
instructions for the supplements, and let us know if they want to start with only one bottle of each. 
We’ll remove the extra quantities. Otherwise, they can order this bundle as it is to save the 
shipping. I’m going to take off these messages that don’t apply. My name is at the bottom, so I can 
save it, and the message has been sent to the patient. 
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I’ll use my assigned task to follow up on this in two weeks. If we have not heard from the patient, 
I’ll send a follow-up message and wait another week. If we still don’t get a response, I’ll make a 
phone call to the patient.
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