
1 Determine the Type of Follow-Up Needed for the Patient 
When you place a patient into Observation Management you can either schedule a future 
appointment or schedule a follow-up

Observation Management Process

• To help manage follow-up actions for your Observation patients.
• To place patients into the Observation Management process from the 

Cheat Sheet or the Action button on the Dashboard.

2 Place Patients into Observation Management from the Cheat Sheet 

 Scroll to the bottom of the Cheat Sheet
 Select Observation from the Enter Exam Result field
 Check the Schedule a Follow-Up box to schedule a follow-up reminder 
 Check the Schedule a Future Appt. box to schedule the next Observation appointment 

Schedule a Follow-Up
 Set the Observation Follow-Up Date
 Enter a Note regarding the follow-up
 Set an Estimated Recall Ready Date, if known
 Click the Save Exam Result button

Schedule a Future Appointment
 Check the appropriate the Exam Type
 Set the Exam Date and Time
 Set an Estimated Recall Ready Date, if known
 Click the Save Exam Result button

Schedule a Follow-Up
• Follow this process when you do not have the next Observation appointment scheduled in 

your Practice Management Software
• The patient will appear in the Follow-Up filter on the set date to remind you to contact the 

Primary Contact and schedule the next Observation appointment

Schedule a Future Appointment
• Follow this process when you have scheduled the next Observation appointment in your 

Practice Management Software
• The patient will appear in the Today filter on the set appointment date 



Observation Management Process

3 Place Patients into Observation Management from the Dashboard

 Click the Action button and select the Observation option
 Check the Schedule a Follow-Up box to scheduled a follow-up date
 Check the Schedule a Future Appt. box to schedule the next 

Observation appointment 

Schedule a Follow-Up
 Set the Observation Follow-Up Date
 Enter a Note regarding the follow-up
 Set an Estimated Recall Ready date if 

known
 Click the Save button

Schedule a Future Appointment
 Enter the Appointment Type
 Set the Appointment Date and Time
 Click the Save button

4 Follow-up with the Primary Contact to Schedule Next Observation Appointment 

If you scheduled a follow-up date the patient appears in the Follow-Up filter on the Dashboard 
reminding you to contact the Primary Contact and schedule the next Observation appointment

 Click the Follow-Up filter on the Dashboard
 Locate your patient, notice the Follow-Up Type is Observation 
 Contact the Primary Contact and select the appropriate option under the Action button:

 Set Follow-Up date – to set another future follow-up reminder
 Schedule Future Appointment – to schedule the next Observation appointment


