
Good Faith Estimate (GFE) Workflow  
Uninsured Self-Pay, Patient requesting to not use insurance, or Out of Network 

 
Scheduling:  
 

1. Quote the patient the self-pay rate for each exam, add quoted rate to scheduling notes, if there 
are multiple exams list what was quoted for each exam in the notes.  

 
 

2. Once the appointment is scheduled add the GFE Task Click Go to: Add or Edit Tasks 
 

 
 

a. Task screen will appear follow the steps below 
 



 
 

i. Select Good Faith Estimate from the drop-down menu 

 
 

ii. Add the quoted GFE for each exam 
 

 
 

iii. Click Add This Task to create the task 
 

 
 

3. Advise the patient the GFE will be generated and sent via email within 1-2 business days.  
 

4. Continue with normal scheduling workflow 
 
Front Desk: 
 

1. When a Good Faith Estimate patient checks in at the front desk the receptionist will print the 
Good Faith Estimate (GFE) for the patient to sign. The GFE will be located under each exam in 
the Order under Scan/Upload Documents – Good Faith Estimate Unsigned.  

 

 



 
2. Once the patient has signed the GFE, scan into each appointment listed on the GFE under Good 

Faith Estimate Signed and give the original back to the patient. 
 

 
 

 
 

 
 



 
 

3. Collect the balance listed on the GFE, Click on Receive Payment under Exam Information 
 

 
  

4. Zotec Payment screen will appear, enter the Payment Amount if different than what loaded and 
check to make sure the Date is correct, Click Next 

 

 
 

5. Double check the Payment Amount and select what form of Payment is being used 
 



 
 
6. Follow the instructions for which form of payment you are using and print the receipt once 

completed, Credit Card receipt needs to be signed by the patient 
7. Scan in the receipt under each exam listed on the GFE and give the patient a copy of the receipt 

 

 
 

 
 

 
 



 
 

8. Open the GFE Task to add notes and to complete the task 
 

 
 

9. Add notes to the GFE Task: SIGNED GFE SCANNED IN/PAYMENT TAKEN/RECEIPT SCANNED IN, 
Click Save Changes 

 

 
 

10. Notes will be added, Click Perform Task to close the task 
 

 
 

11. Click Close Window to close the GFE Task. 
 



 
 
12. Task will now show Completed GFE 

 

 
 
 

Billing: 
 

1. Click on Home in RIS to access your Worklists 
 

 
 

2. Monitor Good Faith Estimate (GFE) Task daily 
a. Click on Task Worklist  

 



 
 

b. Click on Expand Filters in the right-hand corner 
 

 
 

c. Go to Tasks and Click Deselect All 
 

 
 

d. Under Tasks check off Good Faith Estimate and Click Update 
 

 



 
e. All open GFE Tasks will load on your worklist, Click on Patient name to access their chart 

for GFE Spreadsheet (Name, MRN#, DOB, Address, Phone #, and Email) 
 

 
 

3. Fill in the GFE Spreadsheet  
a. Select the Company from the drop-down menu: AMI or AMI Atlanticare  

 

 
 

b. Select the location from the drop-down menu 
 

 
 

c. Patient’s information needs to be added 
 



 
 

d. Exam – Can select up to 3 Exam Types per GFE 
i. Select the Exam type from the drop-down menu 

 

 
 

ii. Select the Exam from the drop-down menu 
 

 
 

4. Save as PDF 
a. Click on File in the top left-hand corner 

 

 
 

b. Click Print 
 



 
 

c. Choose under Printer – Microsoft Print to PDF 
 

 
 

d. Change to Landscape Orientation and Fit Sheet on One Page 
 

 
 

e. Click Print 
 



 
 

f. Select This PC and Documents 
 

 
 

g. File Name: MRN# Patient Initials GFE xx.xx.xxxx(Date), change Save as type to PDF  
 

 
 

h. Click Save 
 

 
 

5. Email/Mail the GFE to the patient 
a. Email needs to be encrypted 

i. Click on Options  
 

 
 

ii. Click down arrow under Encrypt 



 

 
 

iii. Select Encrypt – Only 
1. Encrypt-Only Message will now appear in the email 

 

 
 

b. Attach the saved GFE to the email from your saved Documents 
 

 
 

 
 

c. Use the approved email message below 
 
Good Morning or Afternoon, 
 
Attached is your Good Faith Estimate for the total expected cost for your upcoming procedure at 
Atlantic Medical Imaging. If you have any questions regarding your estimate, please give us a call at 
(609) 677-9729 ext. 1014 or email us at GFE@aminj.com.  
 



This Good Faith Estimate shows the costs of items and services that are reasonably expected for 
your medical exam here at Atlantic Medical Imaging. The estimate is based on information known at 
the time the estimate was created.  
 
The Good Faith Estimate does not include any unknown or unexpected costs that may arise during 
treatment. You could be charged more if complications or special circumstances occur. If this 
happens, federal law allows you to dispute (appeal) the bill.  
 
If you are billed for more than this Good Faith Estimate, you have the right to dispute the bill. You 
may contact us to let us know that the billed charges are higher than the Good Faith Estimate. We 
can update the bill to match the good faith estimate. 
 
You may also start a dispute resolution process with the U.S. Department of Health and Human 
Services (HHS). If you choose to use the dispute resolution process, you must start the dispute 
process within 120 calendar days (about 4 months) of the date on the original bill.  
 
There is a $25 fee to use the dispute process. If the agency reviewing your dispute agrees with you, 
you will have to pay the price on this Good Faith Estimate. If the agency disagrees with you and 
agrees with the health care provider or facility, you will have to pay the higher amount. To learn 
more and get a form to start the process, go to www.cms.gov/nosurprises or call 1-800-985-3059. 
For questions or more information about your right to a Good Faith Estimate or the dispute process, 
visit www.cms.gov/nosurprises or call 1-800-985-3059. 
 

d. Select GFE@aminj.com from the drop down under FROM in the email.  
 

 
 

e. Example of the email that will be sent, Click Send to send the email 
 



 
 

6. Upload the GFE into the patient’s chart under each exam listed on the GFE  
a. Select Good Faith Estimate Unsigned from the drop-down menu, Click the Blue Folder to 

upload 
 

 
 

b. Click the arrow pointing up  
 

 
 

c. Select the GFE from your documents and click Open 



 

 
 

d. Good Faith Estimate Unsigned will now appear in the Attached Documents, Click the 
Check Mark to close and add. 

 

 
 

e. Good Faith Estimate Unsigned Document will now be in Scan/Upload Documents for all 
staff to view 

 



 
 
 

7. Add notes to the GFE 
a. Click on GFE to edit task, Go to Step 3, complete the GFE and then Edit the Task 

 

 
 

b. In the Edit/Complete Task box add notes: GFE COMPLETED/EMAIL SENT TO 
PATIENT/GFE ADDED TO PATIENTS APPOINTMENT, Click Save Changes 

 

 
 

c. All notes will be updated at the bottom of the task, Click Close Window to exit 
 



 
 

8. Keep the GFE Open, the Front Desk will close once the patient has performed the exam. 
 


