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Overview

Kiosk is a way to send a clinical document to your client and have them complete it independently. There are several
ways to kiosk a clinical document. This article will cover each of these and point you to additional instructions.

Different Ways to Kiosk a Form

» Kiosk a form via Client Portal

» Kiosk a form via client's email

» Put a computer or tablet in Kiosk Mode

Setup Requirements

1. Go to Settings Module.
2. Click Setup tab.
3. Under the Appointments section complete the following fields (examples below)

o

o

Reply e-mail for client appointment notifications (required): Enter a valid e-mail address.

Subject for self service e-mail: Enter the Subject line that should appear when a form is kiosked to a
client's email.

Self service e-mail: Enter the text you would like the e-mail to say when a form is kiosked to a client's email.

Text to show before self service forms: Enter the text you'd like to appear in the form window when the
client clicks on the form link in the email.

Text to show after self service forms: Enter the text you'd like to appear in the form window when the client
submits the form.

Text to show if self service link has already been used: Enter the text to appear when the client has
already used the form link in the email.
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Reply e-mail for client
appointment notifications (required):

Subject for self service e-mail: ion Needed

Please click of the following link to access and
complete paperwork.

When you are done, choose submit at the bottom
of the screen. This information is sent through a
Self service e-mail: secure connection. For security reasons, if your
browsing session ends before you have submitted
the paperwork, data in the forms will not be

saved.
Thank you.
4
Please complete the following forms as theroughly
Text to show before self service forms: as possible and submit.
4
Text to show after self service forms: Thank you. Your paperwork has been submitted

securely to our system.

g

Text to show if self service link has already been used: Information has already been sent electronically.

Important Note: When auto-fill settings are enabled in the Chrome browser, this can cause some fields within
Procentive to auto-fill with incorrect data, often within clinical documents. Procentive recommends disabling auto-fill
settings. This article will explain how to do this in the Chrome browser: Stop Fields from Auto-Filling

Where to Kiosk

» Clients Module
¢ Appointments Module
* Clinical/Charting Module

Note: Only Client Type forms will appear as options in the kiosk link found in the Clients Module and the Appointments

Module.

Clients Module

1. Click the kiosk link to the far right of the client's line.

o The form selection window will open.
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Kiosk:  (®) Client's computer (e-mail link) |patienc@gmail.com | ... save to record
Form: [ (search) [lselect all Forms (all forms, regardiess of search)

[] M362-1000 Intake Packet
[[J 7120100 Standard Release of Information (ROI)

2. Verify client's email address.
o The email address will flow in from the client's record in the Client's Module.

> You can add or update the email address here and click save to record to save the email address to the
client's record.

3. Check the form you would like to send.
4. Click OK.

Important Note:

If you have set up your database to send forms to Client Portal, the Kiosk option will say Client portal vs. Client's
computer (email link).

Kiosk:  (®) gjiant portal |patient@gmail.com [ save to record
Program:

Ferm: T (search) [select All Forms (All forms, regardiess of search)
D M362-1000 Intake Packet
D T120100 Standard Release of Information (ROI)

0K Cancel

Appointments Module

1. Click on an appointment to highlight.

o Client information will appear in the Info Panel to the right.
2. Click Have client fill out form at home/on kiosk link.

o The form selection window will open.

o |If you do not see this option, you may still need to configure your info panel.

3. Verify client's email address.
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o The email address will flow in from the client's record in the Client's Module.

o You can add or update the email address here and click save to record to save the email address to the
client's record.

4. Check the form you would like to send.
5. Click OK.

Clinical/Charting Module

1. Click the kiosk link to the far right of an existing form.
> The form selection window will open.

2. Verify client's email address.
> The selected form will be checked.

3. Click OK.

Completed Kiosk Forms

Once the clinical document has been completed by your client, you can find this document in the Clinical/Charting
Module.

Additional Resources

Track Kiosk Forms
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