PATIENT CALLS TO MAKE APPOINTMENT SCRIPT
DO NOT LET PHONE RING MORE THAN 3 TIMES

“[Organization Name], this is _________, how may I help you?

Patient requests to make an appointment:

“Who is your provider?”

If patient doesn’t know who the provider is:

Press F5 and ask

“What is your last name?”

Type last name

“And your first name…”

Type first name

“What is your date of birth?”
Check that you have the right patient

Check who is the primary care doctor

“I see your provider is __________. When would you like to come in?”

Go to make an appointment (press Alt T + enter). 

NEVER USE QUICK SCHEDULE!!!!

When looking at the schedule please keep in mind:

DO NOT book consecutive physicals, office visits, or well childs.

DO NOT book consecutive procedures, physicals, or well childs.
OVERLAY (double book) the 8:30 appointment for all providers.
BOOK ONLY short visits at 8:30 am, 12:30 pm, and 4:30 pm.

PAY ATTENTION TO YOUR VISIT TYPE; PLEASE REVIEW AND KEEP HANDY THE CHART FOR VISIT TYPE.
