Management Workflows
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Create a New appointment via one of the following options: 3. Click the actions button in the top-
right corner of the appointment book
and select + Add appointment.
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Create a new invoice via one of the following options: Todo v Admin Finance
1. Select Finance > New Invoice from the menu bar. New invoice ——
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2. Select Finance > General Accounts from the menu bar, click the + plus icon in the top-right corner of the
General Accounts screen and select New invoice.
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Management Workflows

Create a new payment via one of the following Todo Admin Finance ™ Reports
options:
Mew invoice
1. Select Finance > New payment from the main h,\
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> 3. Click the + plus icon in the top right corner of the i e
() menu bar and select New Payment.
al 4. Click on the Invoice link from Finance > General
accounts, ACC Billing or Accredited billing and
click Pay.
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New patients can be created via one of the following options. 1. Address book > New patient from the menu bar
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2. Select Address book > Patients and click + New Patient ® —
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3. Click the + plus icon in the top right corner of the menu
bar and select New patient. New appaintment Clase all
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4. From the New appointment 5. Click ‘Search patients' from the menu bar, type in the patient's name
card, select New patient then select ‘ Add as a new patient'.
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