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Processing Charts EP - Part Three 
This is how to process encounters that have no plan items or plan items that do not get charged to 
the patient.  

  

Once admin staff receives a standing task to let them know an encounter is ready for the patient, 
clicking on the patient’s name opens the chart. 

The encounter is here. Click on the title to open it.  
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The first thing to do is scroll down and look to see if there are any admin notes from the clinician to 
admin staff. There are not, so I’ll go ahead and delete that. 

Since there are no admin notes, and none of these items get charged to the patient, I do not have 
to create an admin subnote. Instead, I’ll copy the clinician’s notes. Go back to the chart, and create 
a subnote for my post-appointment notes. 
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The message here will be different to the patient, but I’ll still going to paste the clinician’s notes at 
the bottom. Address this to the patient. Then, I want to go back through and take out what doesn’t 
apply. So looking at the encounter, I can see there is no prescription ordered. 

This is going to let her know that the appointment fee will be charged in two to three business 
days to the card on file unless we get a message that the patient has a different card.  

I want to go back to the chart. Copy the current credit card information, and paste it here to 
remind the patient which card that is. 
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This encounter does have a test. Even though the patient doesn’t pay us for it, we still order it for 
the patient. So, at this point, I would follow the lab-ordering procedures and order the test. Then 
I’m going to copy the name and list it here so she knows it is coming in the mail. 

She does have tests ordered, so I’ll leave that. There are no self-order tests, so I can remove that.  
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She will need to print the requisition for this test, and there is a self-order supplement here. None 
of the rest applies, so I can remove that. Again, if I have her on scheduling, I can see she has no 
future appointment, so I’m reminding her to do that. 
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Then I’ll go ahead and save and sign the note. I do want to send a message to her email to let her 
know that a note is ready and make it visible to her in the portal. 

On the clinician note, I’m just going to review and make sure that everything is in the plan box correctly.  

  

Here, a note on the medication, since the clinician made a specific note about the dosage of the 
medication, it’s probably a different dosage than the system default for that supplement.  
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I can hover here on the supplement and see that it tells the patient to take one pill three times a day.  
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This says start with three pills three times a day, so I need to click on this, change the instructions 
for the patient, and edit the entry. That way when the patient goes to her portal, clicks on My 
Supplements, and views the supplement, the correct instructions will be there. Otherwise it would 
continue to say “one pill three times a day” unless it is changed. 

I can save the note here. I’m going to copy the title. I’m done with this, and I can close the chart.  
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Back at the task, I want to make the patient’s name the first part of the task. Paste the encounter 
title. My note here is a little bit different. It’s going to say that no estimate is needed because it’s 
only the appointment fee, and it’s ready to charge. It’s also going to show that it is complete after 
the clinician signs it and that I’m holding it for 48 hours. The due date here will be just the 48 
hours. That gives the patient enough time to send us a message if she has a different credit card 
she wants to use or that card has expired, if she wants to make an additions to the order. Once 
those two days are up, I’ll simply remove this message and send it on to billing. This lets her know 
that I don’t need the task or the encounter back at all. She can simply send it on to the clinician to 
sign and mark everything complete. I’ll leave this assigned to me and follow up in the two days. 

Once the two days are up, the only thing that I’ll need to do is go back to the patient’s chart.  
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I’ll want to hover on Tasks, show the portal history.  

kresserinstitute.com  10



�

  

Make sure there were no notes that the patient wanted to change the credit card. 
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Then I would simply pull up the task, remove this message, remove the due date, and send it on to billing.
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