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Audience: HMTW ED 

 

Patients have the option of using the ED eCheck-In process for completing their emergency visit 

registration using their smartphone. The patient is able to complete certain ED registration items online 

and pay emergency visit estimate amounts.  

 

ED eCheck-In Communication Information 
Requirements for patients to receive notifications to complete the ED eCheck-In 

process 
• Current mobile phone/email address in demographics. 

• Communication preferences in Epic include text messages/emails notifications. 

 

Requirements for patients using MyChart mobile app for this process 
• MyChart mobile app version installed on their device must be version 9.9.2 or higher. 

 

Methods to receive notifications 
There are three ways patients can receive the notification to complete the ED eCheck-In process: 

 

1. Text Message – must have communication preferences set to receive text messages in Epic. 

2. Email Communication – must have communication preferences set to receive email notifications in 

Epic. 

3. Push Notifications – must have MyChart mobile app with version 9.9.2 or higher installed on their 

device. 

 

Updating Communication Preferences 
1. In the patient registration, click Additional Demographics. 

2. Click Go to Communication Preferences. 

3. Click Appointments. 

4. Select Appointment Information.  

5. Update Text Message and Email preferences as requested by the patient.  



 

 

5 ED eCheck-In 

Quick Start Guide 

 
Created: 1/26/2022 
© 2021 Houston Methodist. This material contains confidential and copyrighted information of Epic Systems Corporation. 

EPIC TRAINING 

 

 

 

 

 

 

 

 

 

 

 

 

 

ED eCheck-In Workflow 
 

ED Trackboard 
 

1. The patient is arrived using the Arrival quick registration workflow. A contact phone number and/or 

email is needed.  

2. The patient is triaged, bedded, and seen by the ED provider.  

3. The First provider eval is completed. 

4. The patient record appears on the Ready for Reg tab. 

5.  The ED trackboard columns track the patient’s eCheckIn progress.  

• First Provider eval – when completed, the patient record displays in the 

Ready for Reg tab.  

• eCheck In Status – hover over the eCheck-In Status to see the detail of that 

status. 

o Not Started: The patient has not started the eCheck-In process. 

o Not Offered: The patient does not have an active MyChart account.  

▪ Status will change to Not Started after the 1st provider eval is complete 

 

o In Progress: The patient emergency visit eCheck-In registration is in progress.  

            
o Completed: Personal, Guarantor, Insurance, Questionnaires and ESign documents have 

been completed. 
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Patient eCheck-In Workflow 
 

Patient Communication for eCheck-In  
 

1. The patient receives a text or email to complete their emergency visit eCheck-In registration.  
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2. The patient can begin the eCheck-In process.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Patient Identification Verification 
 

1. The patient verifies their identity.  
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Patient Personal Information 
 

1. The patient completes the Personal Info section of the eCheck-In workflow. Any updates to a patient’s 

personal information automatically updates in their ED registration.  

 

 
 

Patient Insurance Information 
 

1. The patient completes the Insurance portion of the eCheck-In workflow. 
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2. The patient can add coverage information. RTE is automatically run when a patient adds an RTE 

enabled insurance plan.  
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Patient Questionnaires 
 

1.  The patient completes the Questionnaires section of the eCheck-In workflow. The patient can edit 

information by clicking on the pencil icon.  

 

  
 

Medicare Patients 
1. For Medicare patients, the MSPQ automatically launches for the patient to complete it and files it to 

their registration. 
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Patient Documents  
1. The patient can review and sign documents during the eCheck-In workflow.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. The patient can click auto-generate for their signature or click Draw to sign to sign with their finger. 
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Completed ED eCheck-In  
1. The patient’s eCheck-In is complete. 
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Completing the registration 
Using Patient Questionnaire Information 
To complete outstanding registration items and the registration checklist, answers to the patient 

questionnaire need to be transcribed from the patient chart into the registration.  
 

1. From the ED Track Board toolbar, click .  

2. Click the Chart Review tab. 

3. Click the Misc Reports tab. 

4. Double-click MyChart – Patient Message Review Report. 

5. Click Questionnaire Submission link. 
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6. Using the patient answers to the questionnaire, enter the information in the appropriate registration 

fields.  
 

 

Answers to the employed in health care and group care resident questions auto-populate in the 

additional demographics section of the patient registration.  
  

 a. Patient PCP information 

 b. Emergency Contact information    Patient Questionnaire  

 c. Visit Contact information 

 d. Pharmacy information 

 e. Advanced Directives information 
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Adding Patient Coverage 
If the patient added coverage during the eCheck-In process, RTE is automatically run for RTE enabled 

insurance plans. The plan needs to be attached to the patient encounter in Epic. 

 

1. In the Possible Coverage to Create section on the IFS, you will see insurance information the patient 

added during the eCheck-In workflow.  

2. Click the Response Received button. 

 
  

3. On the Eligibility Response form, click Create New Coverage to attach eligible coverage to the patient 

encounter. 
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Confirming Patient Documents 
Confirm the receipt of the signed documents in the Documents folder.  

 

1. When the patient signs the documents via eCheck-In workflow, the document Status is set to 

Received.  

2. The Received By column displays OPEN SCHEDULING, BACKGROUND for documents signed during 

the eCheck-In workflow.  

3. Obtain any other unsigned documents to complete the registration. 
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Patient Estimate 
Creating the Patient Estimate 
 

1. Use HB Case estimate to pull historical data.  

2. Enter the acuity level CPT Code. 

 
3. The patient is notified of the estimate via text/email. 

 
 

4. The estimate is available for the patient.  
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5. The patient pays the estimate amount and receives an email when the payment is processed.  

  
 

6. The registrar confirms payment and the patient signs the estimate letter. 
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7. The patient record falls off the Ready for Reg tab. Completed registration, eCheck-In status and payment 

information display on the All Patients tab on the ED Track Board. 
 

 
 

 

 


