
 

Adding and Documenting Missed Visits in Remote 
Client 
When a visit in a visit set is missed, it will appear in red in the Contact list (tree view). If the visit will not 
be rescheduled, complete the visit set requirement by adding and documenting a Missed Visit.  

Add New Other Contact 

1. To add a Missed Visit select New Other Contact from the Contact Activity. 

 

2. Select the appropriate Missed Visit Contact Type and enter the Date the visit should have been 
completed, then Accept. Now you are ready to document the Missed Visit. 

 

Document the Missed Visit 

1. Open the missed visit contact  
2. Document the Admin form. If there was no transit time, enter the start as one minute before 

the visit and end at the same time. Add 0 miles. If you drove to the place of service document 
the actual transit time and mileage. 



 
3. Notify internal physicians of the missed visit using the Case Communication Form. 

a. Select New Case Communication   
b. Enter the physician’s name in the Route To field. 
c. Enter the message you want to send to the physician, then Accept.  

 

 
 

  



4. Document the Missed Visit form. 
a. Select the Missed visit reason.  
b. If the physician is not an internal physician, then contact the physician’s office to notify 

them of the missed visit.  
c. Document the Date and Time of the communication with the physician 
d. Document who you Spoke to  
e. Document if you Left message if no answer when applicable 
f. Answer the Notified MD? question 
g. Document why the visit was missed in the Comments 

 

 
 

5. Sign and Close the contact.  

Note:  There are other acceptable ways to add Missed Visits.  

1. If you started the Home Visit before you realized it was going to be a missed visit, you can edit 
the contact type from the Schedule to make it a Missed Visit, then document the appropriate 
Case Communication and/or Missed Visit Forms instead of adding a New Other Contact.  

2. You can change the visit you started to a Contact Made in Error, then proceed with adding the 
Missed Visit as a New Other Contact as described above.  

3. You can edit a scheduled visit on your schedule to change it to a Missed Visit contact type, 
then proceed with documenting that missed visit. This method may not work if too much time 
has passed between the date the visit was scheduled and when the visit is being edited.  
 
 

 

 

 

 

 

 


