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FLOWCHART 2

Scan Copy to 

PBS

Make Copy:
Driver’s License or Picture ID

Insurance Card (front and 
back)

Refer to Insurance 
Verification Form 
(Available on PBS 

Website)

Place Originals 
in Patient’s 

Chart

Day of 
Appointment

Collect from Patient

Co-Pays, Deductibles, Non-
Covered Services i.e. 
Orthotics

New Patient

Established 
Patient Check Number of 

Authorized Visits 
Remaining
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FLOWCHART 3

Front Desk Checks 

Encounter Form

For Procedure Charges

Return Encounter 
Form to Front Desk

With or Without 
the Patient Chart

Medical Assistant 
Checks for 

Procedure Coding

Patient Encounter 
Form  Routed to 

Doctor

Collect Co-Pays, 

Deductibles, and 

Non-Covered 

Items

Doctor Completes 

Encounter Form and  

Returns to Front Desk 

“Prior” to Checkout
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Front Desk Posts 

Payment to MicroMD

Post Payment 

to Cash Log

Checks and Cash 

Deposited in Bank 

Daily

Schedule Next 
Appointment

Scan Copies 

“Daily”

to PBS

Give Patient 
Receipt if 

Requested

Sign in Sheet
Appointment 

Sheet

Cash Log
Cash, Checks, 

Credit Cards

Encounter 

Forms

FLOWCHART 4

Copy of Deposit 

Tickets Sent to 

Administration Office

4



Operative 

Reports

(if required)

Patient Notes 

for Workers 

Comp and 

Review

EOB’s
Payments 

Posted on 

Receipt

FLOWCHART 5

Additional 

Information Sent 

to PBS

“As Soon 

as 

Available”
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