
Patient  

Check in from  

ARRIVALS SCREEN  

VERIFY ID-obtain Insurance 
Card-give paperwork to sign/
or collect paperwork-SCAN 

into RIS 

COLLECT 
AMOUNT 

DUE 

1. CASH/CHECK-Go di-
rectly to Generate In-
voice-enter payment 
info-enter name in notes 
section-print 2 invoice-
give copy to Patient; 
keep copy 

Generate Invoice  

1. CREDIT CARD-log into 
CC merchant to process 
payment-print-Patient 
sign copy-Generate in-
voice in RIS-enter pay-
ment info-enter name in 
notes section-give copy 
of RIS invoice to patient; 
keep signed copy-Scan 
CC receipt into RIS  un-
der payment receipt  

If Paperwork needed; give to 

patient to fill out & sign     

AFTER INVOICING FOR APPT. 

If complete; scan into RIS.  

VERIFY AMOUNT 

COLLECTED WITH 

2 SIGNATURES 

ON INVOICE Patient Ready for     

Technologist –Tell pa-

tient to keep ID out for 

Tech to verify-if another 

signature needed; have 

technologist verify & 

SIGN INVOICE 

LOG AMOUNT COLLECT-

ED ON LOG SHEET, 

attach invoices; deposit 

into drop safe immedi-

ately upon  2 signature 

verification.  

Finish Transaction if needed; Pa-

tient Ready for Technologist; go 

back to Arrivals Check in Screen 

For next Patient. 

Next Patient 

Time of Service Collections Infograph 

Major Points  

Main steps to follow 

Variables 


