
CAD-Front Desk 100 
Ex 1: Checking In a Patient’s Appointment 

1.  With your DAR (Department Appointments Report) open locate your patient  

a. You can click the Pt Info column header to alphabetically sort the DAR 

 

2.  Single-click to select the patient’s appointment, then click Check In on the DAR activity toolbar. 

 

3.  You may need to add a few registration details to complete the patient’s appointment before you can check in 

the patient.   

a. Confirm the patients email address is documented in the Patient form of Jim’s Interactive Face Sheet 

b. Click the Encounter Info folder; confirm your provider is the Attending provider. 

c. Click the Add’l Provider Info folder, and in the Referral Source field, enter “ref, not req” if not defaulted 

in the field. 

4. Verify through the checklist. 

5. Click Continue Check in. 

 
a. Click through any confirmation Warnings 

6. Ask the patient to confirm her demographic  information 

 
 

 

 



7. Click Next to continue to the Copay form. 

 
8.  Click Options form and notice the Print Options section.   

a. You can print additional labels and receipts in the options form 

9.  If the patient needs to sign a HIPAA form and have his Photo ID scanned. Click Documents button on the Check 

In toolbar, then update the following: 

 
a. If you have an E-Signature pad, click E-Sign, or type Received in the status column and pres Tab, the date 

received will appear. 

 
b. Enter ID Reviewed in the status column of the Photo ID row. 

 
c. Click the X in the top right of the activity to close the Documents activity. 

10. Click Accept to complete the patient’s check in 

a. You may be prompted to sign the patient up for a Partners Patient gateway Account.   

 

 


