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Appointment List Check-In Step by Step Guide

1 Login to your account.
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2 Click "Open" on Case Management

3 Click "Clients" on the left hand side
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4 Click "Appointments List"

5 It will auto populate to today's date. You can change the date and select the
program type if needed.
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6 You can then press filter to find the exact distribution/date you need.

7 The appointment list will populate. You will see their Client ID and First and Last
Name.
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8 You will be able to verify the date and time of their appointment.

9 Here you can see any dietary considerations or notes for this person.
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10 Once you verify you have found the correct person/appointment to check in - you
will move over to 'Status' on the right hand side of the webpage.

11 Select the "Completed" option to check this person in.
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12 It will populate a notification in the right hand corner that this appointment was
successfully completed - they are now checked in!

13 You can also use this Status drop-down to select cancelled if someone chooses to
cancel their appointment.
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14 Or to select the "No Show" option if they did not show up to their appointment.

15 If you scroll through the appointment list and cannot find a specific person - you
can Click the "Search" field.



Made with Scribe - https://scribehow.com 9

16 Begin typing in the person's name - first or last.

17 Then you can verify it is the correct person/appointment - and Select the
"Completed" option to check them in.


