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Workflow 1—Appointments which have a Pre-Account, Pre-Registration, or a Visit Notification 
An account number already exists in Registration Workstation (RWS), and there is no Booking 
Record because a pre-account*, pre-registration**, or visit notification*** has occurred.  

*Definition: A pre-account is when an account has been created in Registration Workstation prior to the patient’s    
  arrival, but the information has not been verified by the patient. 
**Definition: A pre-registration is when an account has been created in Registration Workstation prior to the patient’s  
   arrival, and the information has been verified by the patient, and typically insurance verification has already   
   occurred. 
***Definition: A visit notification is when a patient arrives for their appointment, and the registration staff has performed  

the visit notification function (VSNT).  
 
1. Click on Admit/Registration 
 
2. Click on Visit Notification 
 

 
 
3. Select the appropriate patient. 
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4. Select the appropriate account. 
• The S in front of the date of service signifies that a Visit Notification (VSNT) has not 

occurred. If this is the case, continue on to step 5. 
 
Stop here if the account you are looking for does not have an S in front of the date of 
service. This means that the account has already been Visit Notified.  
 

• If the account you are looking for does not exist, go to Workflow 2. 
 

 
 

5. Complete the information on the Visit Notification screen.  
 

 
 

 
Stop here only if the account has been pre-registered. This means that all information was 
previously reviewed with and verified by the patient prior to their arrival. Otherwise, it is 
considered a pre-account, and you must continue to Step 6. 
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6. Click on Other PM Functions 
 
7. Click on Patient Update  
 

 
 
8. At the bottom left click on Same Account. 

 
 

 
9. Update patient’s information in the following screens: Guarantor Information, Nearest 

Relative/Newborn, Emergency Contact/Accident, Insurance, Physician Information, and Visit 
Specific. 
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10. Click on Keys and Main Menu. 
 

 
 
11. Click on Master File Maintenance 
 
12. Click on CPI Update 
 

 
 
 
13. At the bottom left click on Same Account. 
 

 
 
14. Update all CPI information 
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15. Click on Keys and Main Menu. 
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Workflow 2—The patient does not have an existing account in RegWS 
This workflow will occur when a patient does not have a pre-account set up in RegWS. The patient 
may or may not be scheduled in PHS. 
 
1. Complete steps 1-4 from Workflow 1.* 

*No account exists. 
2. Click on Keys and Main Menu. 
 

 
 
 
3. Click on Admit/Registration. 
 
4. Click on O/P Registration. 
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5. Enter patient search parameters. 
 
NOTE: It is vital that patient search parameters are entered rather than clicking on Enter or hitting 
F9. If you do not enter patient search parameters, the Booking Selection screen will be bypassed. 

 
6. Select the appropriate patient. 
 
7. Select the appropriate patient type. 
 
8. Click ok. 
 
9. If the appropriate booking record exists, complete an O/P Registration. 

a. Make sure the Visit Date field is populated. If it is not populated, a Visit Notification will 
NOT occur.  

 

 
 

10. If the appropriate booking record does not exist, click on Keys and Main Menu, and go to 
Workflow 3. 
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Workflow 3—Patient is NOT scheduled in PHS and not Registered in RegWS  
This will be the typical workflow for Walk-in patients. The patient is not on the schedule in PHS and 
does not have a pre-account in RegWS. The patient could be new to UAMS or an existing patient. To 
ensure proper scheduling and registration, refer to both the PHS and RegWS Training Manuals. 
 
 
1. Register the patient in RegWS using O/P Registration first. 

a. There will NOT be an appropriate booking record to select. 
b. Click on CPI Search or hit PF9 key to bypass the Booking Selection Screen. 

 
c. At the end of the registration, make sure the Visit Date field is populated. If it is not 

populated, a Visit Notification will NOT occur.  
d. When registration is complete, make a note of the patient’s account number. 

 
2. Schedule the patient in PHS. 

a. Be sure to accurately complete the Visit Management: 
1. Click Find Visit. 
2. Scroll to the right and select the account number that was created in step 1. 

a. You will see both a Visit Start and Exp Visit Start date.  

 
 

3. Click OK. 
4. Schedule the patient. 


