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INTRODUCTION 
Pre-Registration is completed when a patient outside of the hospital is scheduled to 
come in for a visit and requires orders to be activated or documentation to be placed on 
that visit prior to the patient arriving. It can be used for Inpatient, OR patients, or 
Ambulatory care. (Inpatient, Outpatient or One Day Stay patient types)  

It is also used when orders need to be placed on a patient who is New to your facility 
and does not have an encounter in the system.  

CREATING A PRE-REGISTRATION FROM A SCHEDULED APPOINTMENT 
1. Open the scheduling appointment book to the appropriate patient. 

2. Click on the appointment in the book or through the appointment inquiry.  

3. Click on the Person Management Head icon.  
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The Encounter Search window will open with the patient name highlighted. 

 

Note This requires the Add Encounter flex form to be set to Pre 
Registration conversation and not the Registration conversation for 
the PM Toolbar flex forms) 

4. Click on the Add Encounter button to launch the Pre Registration 
conversation. 
The Pre-Registration Conversation will launch 

 

5. Select the appropriate Pre-Reg patient type and complete the required fields 
shown above.  

6. Click OK to save the registration. 

Pre-Registration is now complete. The patient now has a visit number and a PIN if they 
did not have one before. Orders can be activated at any time on this visit and 
documentation added. 
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CHECKING INTO THE PRE-REGISTRATION ENCOUNTER 
When the patient arrives the Pre Registration needs to be attached to the appointment 
and completed by using the Modify button in the Check In window.  

1. Highlight the patient in the scheduling appointment book or on the 
appointment inquiry list. 

2. Right click and select check in or click on the check in icon. 
The Check In dialog box is displayed. 

 

3. Click on Set Enc. 
The Encounter Selection dialog box is displayed. 

 

4. Highlight the Pre-Registration encounter (denoted by PreReg Inpatient in Enc 
Type column) and click OK. 
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The Check In dialog box is displayed. 

 

5. Click the Modify button to launch the Registration conversation and 
complete the registration.  
Once you click on OK after completing the registration conversation, the 
appointment will be checked in (turn green) and the window will close. 

 

Note: If a specific patient appointment will require all patients to have a 
Pre-Reg in order to place and activate orders prior to the patient 
being registered, then that appointment type can have the Pre 
Registration attached to the appointment. 

 This will prompt the user to add the Pre-Reg when confirming the 
appointment and will attach that encounter to the scheduled 
appointment automatically. 

 This type of set up will also fill in the Estimated Date and Time and 
will update this date and time if the appointment needs to be 
rescheduled. 
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CREATING A PRE-REGISTRATION ATTACHED TO A SCHEDULED 

APPOINTMENT 
This is for appointments that require the completion of a Pre-Registration as part of the 
appointment scheduling process. 

1. Start the scheduling process as usual selecting the date and time of the 
appointment. Click Confirm and OK.  
Because the Pre-Registration is attached to the appointment type, once you click 
Confirm, the Encounter Selection dialog box opens 

 

2. Click Add Enc to add the Pre-Registration. 
The Pre-Registration dialog box opens. 

 

Note You must have changed your scheduling settings in order to have 
this conversation open instead of the regular registration 
conversation. 

 If you do not see Pre-Registration in the top left corner of the 
window, cancel and refer to the Scheduling Preferences document 
to change your settings. 

3. Complete the mandatory fields ensuring that Pre-Registration Outpatient or 
Pre-Registration One Day Stay is selected from the the Patient Type dropdown 
list.  
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4. Click OK to save the registration and complete the Confirm process.  

5. The appointment will be confirmed and blue. To view the encounter, double 
click on the appointment. The encounter information will be in the center of the 
Appointment View window as shown below. 

 


