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Processing Charts EP - Part One 
This is how to process EP encounters that have plan items that get charged. Once admin staff 
receive a standing task notifying them that an encounter is ready for a patient, click on the 
patient’s name to open the chart.  

  

Click on the encounter to open it, and scroll down to view if there are any admin notes from the 
clinician to admin staff.  
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There are, so I’m going to copy them. I’m also going to check here. There are some Quest tests ordered. 

Go back to the chart. Right-click to create a subnote. Make the admin notes. Put on my note I’m 
generating the estimate and sending the Quest requisition.  
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I’m also going to paste the admin notes here. You can save this and close out of it. 

Back in the encounter, I’m going to delete the admin notes. Then I’m going to copy everything 
from the assessment and plan. Go back to the chart, right-click, and create another subnote. This 
will be the post-appointment notes. 

  

Down at the bottom, I want to paste the clinician’s notes. Go back up to the top, address the note 
to the patient, and then I’ll go back to the encounter and start going through to take off everything 
that doesn’t apply here. 
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There is a prescription, but the admin note said the patient needs to upload a pharmacy still, so I’m 
going to take off this message that it was sent in. There will be an estimate. There are a few self-
order supplements. Then I want to make sure that I note to the patient to add a pharmacy so we 
can fax in the prescription. I also need to let her know there will be a Quest requisition. 

If I go to scheduling, I can see here she has no future appointment scheduled, so I want to make 
sure to remind her to schedule her next appointment. At the bottom of the encounter, there is also 
a handout, so I want to put that in my note as well.  
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Then I will save and sign. I want to mark this to send her an email there is a message ready, and 
yes, I want it to be viewable to the portal. You can close that.  
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Then I need to start going through the note here and make sure everything that is discussed by the 
clinician is in the plan box.  

  

Now I want to start adding everything from the plan box into the charge box in the order that it is 
listed. I need to make sure to add a venipuncture charge to all LabCorp testing that doesn’t have 
the CR blood panel ordered. We never charge the patient for Quest testing, so that doesn’t go in 
the plan box. Any items in gray are also not paid directly to us by the patient, so they do not go in 
the charge box. Again, you can add each supplement individually, or you can use chart parts. 
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I also want to come over here to my sheet that tells me how many of each supplements are needed 
for the 60 days on the protocol. Then I’m just going to add in the other supplements as well. 

The final thing to do is to go through the list of supplements. Just double check if any of the 
supplements not included on the protocol need additional quantities ordered in order to equal a 
one-month supply.  
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So, you can hover on the supplements and see where it lists the total dose as well as the 
instructions. Typically any of the liquid supplements we only order one bottle because their dosage 
varies so much from patient to patient. Okay, so for the Vital Adapt, the patient would need two 
bottles in order to have a one-month supply. I have everything done here, so I’ll save it and 
generate my estimate. 
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I’m going to save it to the patient’s chart with a default title, no note attached. Yes, it’s viewable in 
the portal. Save to chart. Click to the chart.  
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Go to Invoices and pull up my estimate. Just kind of review it and make sure everything is lined up. 
Credit card is not expired. There is a good shipping address. I’m going to send my message to the 
patient. I want to make sure to point out that I did add multiple bottles of the supplements for her 
protocol. I also added multiple bottles of the Vital Adapt to equal a one-month supply and let her 
know that Dr. Nett ordered LabCorp testing, but if she would like to use her insurance instead of 
paying us, she can do that.  
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Then I also want to make a note here about the THD test that is not on the estimate. Oftentimes 
patients will read the clinician’s notes and see that Amy ordered the THD test for her, but it’s not on 
the estimate, so they’ll send messages asking how they get that test. Putting a note here explains to 
the patient the process and cuts down on those messages. Then I can send that to the patient. 
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The final thing here will be to create the Quest requisition.  

  

kresserinstitute.com  12



�

You need to sign it with Amy’s name. Put notes here for the patient and for Quest. Then I’ll save it 
with the patient’s name. It’s a Quest order, the date of the encounter to a form. Make it viewable in 
the portal. 

Back in the note, I’m going to copy the title. You can close the note and close the chart. Pull up the task.  

  

Make the patient’s name first. Paste the title of the task, and notate that I generated an estimate 
and sent it to the patient. My due date will be two weeks. I’ll assign this to myself. In two weeks, if 
we haven’t heard back from the patient, I’ll send a follow-up message in the portal. I’ll give it 
another week on the due date. If we still haven’t heard back from the patient at that point, I would 
make a phone call and put another due date of one week. At that point, we’d be a month away 
from the appointment, and if we still haven’t heard back, we would send the message warning the 
patient that she might go to bad debt status.
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