
Single Visit Accounts or Repetitive Service Accounts with NO visit 
 

1. Open the Appointment Book. 
2. Click on Find. 
3. Enter First date, Last date, and Resource Unit. 
4. Click on Appt with closed visits. 
5. Click on Search. 
 

 
 

• Search results are displayed. 
6. Highlight an appointment by clicking once. 
7. Click on Visit Information. 
 



Single Visit Accounts or Repetitive Service Accounts with NO visit 
 

 
• Visit Information is displayed.  
• NOTE: The Reason, Patient Type, Visit start, and Visit stop date are attached to a registration that is NOT 

appropriate for the appointment 
8. Click on Find Visit. 

 

 
 

• Visits for patient are displayed. 
9. Click on New. 
 



Single Visit Accounts or Repetitive Service Accounts with NO visit 
 

 
 

10. Enter the appropriate Admit reason and Patient type. 
11. Click OK. 

 

 



Single Visit Accounts or Repetitive Service Accounts with NO visit 
 

• The appropriate Reason and Patient type are listed. 
• The Acct no is a T number which means there is now a booking record to select from in Registration 

Workstation. 
12. Click on OK. 
 

 


