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Logging into Cerner Application

Click on the Cerner Apps on your desktop

Then choo/se App Bar PROD

E—; AccessHIM%OD PEIS_CD 8/17/2026 10:08 AM Shortcut 3KB
{214 AppBar PROD PEIS_CD 8/17/2026 10:08 AM Shortcut 3KB
™ powerChart PROD PEIS_CD 8/17/2026 10:08 AM Shortcut 3KB
.; Report Request Maintenance PROD PEIS_..  8/17/2026 10:08 AM Shortcut 3KB
41+ Report Request PROD PEIS_CD 8/17/2026 10:08 AM Shortcut 3KB

The Blue Millennium window will populate. If not automatically logged in, enter username and
password (used for PACS/network) at the Millennium window. “Click Log On”.

S Cerner

Username :
F word

Domain

PO128
Cancel

Copyright @ . Oracle andior its affiliates.

If there are any problems, call the Help Desk at 620-3600.
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B powerchart

PowerChart is a comprehensive electronic health record. This can be used to check patient labs,
activate orders, review orders and results. PowerChart can be launched from the App Bar,
through Online Work List or through Exam Management.

To access PowerChart from Online Work List or Exam Management, L a e e

highlight the exam and click LAUNCH, then PowerChart.

/ISR Eg> Powerchart
U Point

This will open the patient’s chart to:

e Order and document administered medications
e Review lab results

o Document adverse events

e Check MRI screening form

e Document implants
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Encounters

An encounter represents a specific patient interaction, visit, or episode of care (such as an
inpatient stay, outpatient clinic visit, emergency visit). Every clinical note and order must be tied
to the correct active encounter to ensure proper documentation and location tracking.
Scheduling Clerks create these when they schedule a patient for a DI exam. Admitting Clerks
may also create an encounter when a patient arrives at a facility for a service.

How to choose the correct encounter

1. Verify by checking the Facility, Registration date, Encounter type, and service type is
correct

2. Facility will be the hospital where the exam is being performed.

3. Registration date will be today if they are an outpatient, or the day they were admitted to
ER or Inpatient.

4. Ways to verify correct encounter: correct date, correct facility, AMB/OP encounter, patient
service is DI,
Make sure it does NOT have a discharge date!

Full Narme 8wt Dato Sex Hatoncal MRN  Decessed d

RADNET, INTEGRATION1S  1983-40p08  Female
RADNET, INTEGRATION 14 1975Sep-20 Male
RADNET. INTEGRATION13 1982 May 05 Female
RADNET, INTEGRATION12 195140030  Male
RADNET, INTEGRATION11
RADNET, INTEGRATION 10 1
RADNET, INTEGRATIOND

2 Male

Female
1 Male

RADNET, INTEGRATIONT 19865 Julk 17 Fernale
RADNET, INTEGRATIONS 2006Fe-10  Fermale

aciity  EstAaive Date Dwach Date  Reg Date Enc Type Patent Sevice 2denduny Physcaan Nurse Unt  EncNo Visd Id

CEH  2006Juk151315 Presdmt  Dingnostc imspeg DICEH
GEH 2026809110825 Presdmt  Diagnoste imagng DIGEH
GEM  2026-0p06 1400 Presdmt  Diagnosteimsgng DI GEH 00735042 05088111

Example: This patient is currently registered in the WH Emergency department. They have
travelled to the QEH for a DI appointment. Choose the AMB/OP encounter listed for DI/QEH.

If the encounter is a “Preadmit”, this means the patient has not registered in the Admitting
department yet and MUST get registered. This turns it into an AMB/OP encounter.

If a WRONG encounter is chosen:

Scenario #1
The order has been added to the Scratch Pad (DOE) but hasn’t been submitted yet.

1. Delete the exam by highlighting it and clicking on “Remove Order from Scratch Pad”

2

="
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2. Re-search for the patient by clicking on the magnifying glass by person name.
3. Make sure the correct encounter is chosen.

Scenario #2

The order has been submitted in DOE and is currently in the DOE App.

1. Delete the exam by highlighting and clicking on Cancel Order @
2. Alist of exams ordered on this encounter will populate. Click on the one to cancel.
3. Select a cancel reason from the dropdown.

cope. Radiology, Selected Encounter Eilter...
Accession Request ID \,d atus Depa ntal Status ime Orde [
)(R Ch /ie XR-26-000492 Exam O d red 2025 J |- 95 15:26 test e, 2026-Jul-06 15:26
XHSImIHo(T auma XR-26-000992 _ Exam Ordered 2026-Aug-19 09:01 uawme zuzs- g-19 09.01
1 2 3 4 5
A * Cancel Date/Time: Cancel Reason: Canceling Physician: (Name; * Cancel Date/Time * Cancel Communicabon Type:
2026-Aug-19 - ~|(0007 < Clerical Error v Test, CPOE Anesthetist, MD | S 2026-Aug-19 < v ||os07 < Written

4. Click submit
5. The action field should now say CANCEL and the reason for the cancel should appear in

the order details field.

- Provincia T , Start Date/Time _ Order Details
RADNET. INTEGRATIONS Rndlolow XRSkulHo'Trauma XR?&OOOQQZ Submitied 2026-Aua-19 2026-Aua-19 09:07. Clerical Error

Encounter Information:

An encounter is a single visit where a patient receives care or a service, like Diagnostic Imaging.
It is specific to the facility at which the care is received or the service is performed. All exams need
to be attached to an active encounter before they can be started and completed. Exams should
not be started and completed on a discharged encounter. Diagnostic Imaging patients will either
have an inpatient, emergency, or AMB/OP (ambulatory/outpatient) encounter.

For scheduled appointments, schedulers will create a “Pre-admit” encounter. The DI exam will be
attached to the “Pre-admit” encounter. Once the patient arrives at the facility, Admitting will change
the “Pre-admit” encounter to an active encounter through the registration process.

For Skip the Waiting room or walk-in outpatients, admitting will create a new encounter; DI would
then need to place the order on that new active encounter. Inpatients and emergency patients
would have encounters created at the time of arrival. DI or physicians may also place orders on
an inpatient or emergency encounter as appropriate.

The following scenarios may occur in DI:

1. An ambulatory patient presents to QEH for a mammogram appointment and a bone
density appointment. The exams would both be associated with one AMB/OP encounter
at QEH.
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2. Aninpatient at PCH needs a CT today. The exam would be associated with one
inpatient encounter at PCH.

3. Aninpatient at WH needs a CT today. The exam would be associated with one inpatient
encounter at PCH. The patient would also still have an active inpatient encounter at
WH.

4. A community patient is arriving at QEH by ambulance for a stroke protocol. The exam
would be associated with one emergency encounter at QEH.

PRE ADMIT VS AMB/OP

Preadmit is the encounter we create and Amb/Op is what the encounter changes to after
the patient registers.

Where to find the encounter number:

—
You can find the encounter number by searching the patients scheduled appointment in the >
and right clicking on the appointment, click on person, and view encounter,

Contact...
Modify...
Reschedule
Hold...
Cancel...
Mo Show...

Check In...

Check Out...

Patient See

Batch Reschedule
Group Info...

Verify...

Med Mec Check...
Lock...

Unlock...

Add New Appointment

Request >
Inquiry >
Motifications...
bill...
e > View Person...
Link... > Modify Person/.

Unlink Add Encougfer
View Encounter...

Modify Encounter...

Allergies...
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This window will open where you can see the encounter number in the encounter number field.

& View Encounter Only

Last Name: First Name: Middle Name: Preferred Name: Maiden Name: Gender:
RADNET [TesTING1 | | [Femate

Date of Birth: Deceased Date: Age: MRN: State Health Number. Encounter Number
1999Jan01 ——— g | [eseoosass | [oo73se61

PEIHI Eligibility End Date: Disease Alert: Marital Status: Primary Language: Interpreter Required: Religion:

Single Unknown
Church:

PatientInfo Encounter Information Contacts Insurance Primary Insurance Secondary Insurance Tertiary Insurance Summary

Mailing Address

Street Address; Street Address2. Country: City: Province/State: Postal/Zip Code:
[anon circ1E cTREET 1 Canada CIRCIE DE X0y o0

Please note, when you schedule an appointment and add an encounter a pre-admit box will pop

up after confirming the appointment where you will see the FIN NBR which is also the encounter
number in case you need to document this anywhere.

Pre Admit X

The following Prince County Hospital aliases have been assigned for RADNET,
TESTING4:

FIN NBR: 09736504
Visit |d: 09986673
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Scheduled Appointments vs Ordered Exams

"Ordered" status in RadNet is the same as "scheduled" in GE Centricity RIS (i.e. there is an
accession number). When referring to "scheduling" or “scheduled appointments” in RadNet, this
refers to booking an appointment date and time in the Scheduling Appointment Book application.
Previously in GE Centricity RIS, everything needed to be scheduled from the order queue (the
request queue in RadNet). In RadNet, any exams for an inpatient or emergency patient that is
supposed to be done right away does not need to be scheduled. The physician can order it in
PowerChart or it can be manually entered through Department Order Entry (the equivalent of
“Schedule Schedule” in GE Centricity RIS). The exam will then be in "Ordered" status on the
Online Work List and will be ready to be started and completed; no additional steps are required

Future Orders

A future order is an order that is "On Hold" that is to be done at a later date/time i.e. a scheduled
appointment date and time. When a physician enters an order through PowerChart, there is an
option to select "Order for future visit?". Selecting this option separates the order from any open
encounters. If the exam modality is not available at the site of a patients current open encounter,
it will automatically be a future order. Examples might include US ordered at CHO. All VL orders
from PowerChart will be future orders.

Future orders can be distinguished through the paper requisition (i.e. “Order for Future Visit?” says
“Yes”). Through Online Work List, future orders will not have an accession number and the status
will be “On Hold”.

“On Hold” orders may have one of two Schedule Statuses:

1. Confirmed (scheduled) — these are orders that have been scheduled through Scheduling
Appointment Book
a. Patients in "Confirmed" status must be Checked In through Scheduling
Appointment Book before the exam can be started and completed by the tech.
2. Request (not scheduled)- these are orders that are in the Future Book (equivalent to
Order Queue in RIS)
a. Patients in "Request" status must be activated through DOE before the exam
can be started and completed by the tech.
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Department Order Entry (DOE)

( -
(Yellow/Gold Icon)

Use this App for patients who are walking in with paper requisitions. They will have to register at
Admitting having an encounter created BEFORE they come to Diagnostic Imaging (DI). The
patient will present to the DI department and then either a Clerk or Tech will enter the order(s)
through DOE.

Orders placed through DOE must already have an encounter to put the exam under.

*The following scenarios may require the use of the DOE App:

e Patients walking in with paper requisitions (General X-ray Skip Patients that booked
online).

¢ |f some of the exams have not been scheduled.

o Mammography Clerks will enter orders for Specimens through here.

¢ Radiologists have requested additional imaging / an extra order to be added on.

As per our DI processes, prior to placing the exam in DOE, we need to ensure the patient does
not already have this order pending in the request list. We can view this through the Order
Viewer App or by searching by patient in the Schedule Inquiry. If you notice they have the order
placed in the Request List, the order should then be pulled/scheduled from the Request List.
Otherwise, continue to schedule the exam in DOE.

In the DOE app, search for the patient by clicking the magnifying glass and entering the MRN.
Click on Search.
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“4 Person Search

MRN/PHN: MRN/PHN Full Name Birth Date Sex Historical MEN  Deceased
888001060 [Bl282001060 | RADNET. PATIENT SEVENTEEN | 1981-Jun-01 | Female | |
Last Name:
First Name:
Middle Name:
Sex:
| v]
Facility  EstArrive Date Disch Date  Reg Date EncType  Patient Service Attendi
Birth Date:
= QEH 2026-Aug-04 08:46 | AMBIOP
sr2a_ren a2 -
— z QEH 2026-Jun-10 09:00 2026-Jun-1014:10  AMBIOP Diagnostic Imaging
Historical MRN: QEH 2026-May-28 10:45 2026-May-28 13:49  AMBIOP Diagnostic Imaging
| ‘ QEH 2026-May-12 10:39, 2026-May-12 10:44  AMBIOP Diagnostic Imaging
PCH 2026-May-1209:12  AMBIOP Diagnostic Imaging
Search Reset QEH 2026-M 10:00 Preadmit  Diagnostic Imaging
>
/ OK Cancel Preview Add Person Add Encounter

7

Highlight the correct encounter for today’s date. (Verify date, ensure correct facility, DI encounter,
Patient service — NOT DISCHARGED), or the encounter that we are to associate this order with
(ex. specimens would be under the Day Surgery encounter). Click Ok or double click.

In the orderable box, search for the exam, type in the 2 letters of the modality code (see list

below) and then insert a space and then the first letter of the exam: (i.e.: xr s)

Orderable:

MODALITY CODES

BD - Bone Mineral Densitometry
CT — Computed Tomography

MG — Mammography

NM — Nuclear Medicine

MR — Magnetic Resonance Imaging
IR — Interventional Radiology

US - Ultrasound/Echocardiography

October 2026 RadNet Clerk Manual

12



XR — Xray
VL — Vascular Lab

For example:

<, Find Orderable

Find

xr o

" Orderable:

Description Department Display Name Mnemonic Type

Prirnary
XR Sacrum XR Sacrum XR Sacrum Primary
X Scaphoid Bilateral XR Scaphoid Bilateral XR Scaphoid Bilateral Primary
XR Scaphoid Left XR Scaphoid Left XR Scaphoid Left Primary
XR Scaphoid Right XR Scaphoid Right XR Scaphoid Right Primary
¥R Scapula Bilateral ¥R Scapula Bilateral ¥R Scapula Bilateral Prirmary
XR Scapula Left ¥R Scapula Left XR Scapula Left Prirmary
XR Secapula Right XR Scapula Right XR Scapula Right Primary
XR Shoulder Bilateral XR Shoulder Bilateral XR Shoulder Bilateral Primary
XR Shoulder Left XR Shoulder Left XR Shoulder Left Primary
XR Shoulder Right XR Shoulder Right XR Shoulder Right Primary
¥R Shunt Series MR Shunt Senes ¥R Shunt Series Primary
¥R Sinuses Paranasal XR Sinuses Paranasal XR Sinuses Paranasal Primary
XR Skeletal Metabolic Survey XR Skeletal Metabolic Survey XR Skeletal Metabolic Survey Primary

VO Chemlmtml Sy VO Clemlmtml Seimimes VO Slem

S-S [ NE——

[ o ]

Select the required order with the correct laterality/side if applicable and click OK.

Required fields window opens.

The fields highlighted in yellow are MANDATORY fields.

Orderable: | XR Sacrum S

* Reason for Exam + Hx: Malignancy [Y/N 7] Elaborate * Priotity: * Requested Start Date and Time:
[ I Routine ] 2026-Aua-17 Selee %
Order for future visit? Scheduling Location DI Portable?: Clinical Concern/Special Instructi.
Copies of Result to: (Name) Pregnant? Transport Mode: Exam to be performed outside H

X J J O

* Ordering Physician: (Name) * Order Date/Time * Order Communication Type.

4 [2026-Aua-17 S e|as ] [ witten v

Add Submit

October 2026 RadNet Clerk Manual



£= Department Order Entry - Order Entry
Tesk Edit View Order Customize Help
- ECREREEEIEE EN X

Client |Queen Elizabeth Hospital v Medical record number: 888001060 ‘
Demographics
Name: RADNET. PATIENT SEVENTEEN MRN: 888001060 FINNBR: 09735911 ~
SSN PHN Admited: 2026-Aug-04 08:46
Sex Female Age 45years DOB: 1981-Jun-01 .
| Orderable: | XR Foot Left
*Reason for Exam + Hx Malignancy [Y/N 7] Elaborate * Priority *Requested Start Date and Time Order for future visit? Scheduling Location DI
Break & Urgent v 2026-Aug-D4 *vlogoa 2| O
Portable? Clinical Concem/Special Instruct Copies of Result to: (Name Pragnant? Transport Mode Exam to be peformed outside H.
O
* Ordering Physician: (Name) * Order Date/Time * Order Communication Type
Test. CPOE Nurse Practtioner. «Mutok] (3] [2026-Auq-04 o (e Writien
Add Submit
> TAction _ Ciien Medical Record Nu__| Financial Number | Person Name _ Provincial Health Nu___ Cataliog Ty Procedure Accession Submission SL__ Start Date/Time Order Details
7]
Eamen
< >
Ready. M0129 |RMCROCKER | 2026-Aug-04 | 09:05

Ensure to fill in the following fields:

- Reason for exam (see req) (mammo exams they can enter the actual reason for exam
same as their current process)

- Priority

- Requested Start Date and Time (adjust this if entering for a later time that day)

- Scheduling Location DI (which facility)

- Copies of Results to

- Ordering physician name

- Order Date/Time (should default to today and now)

- Click Add

If entering only one order, click submit. If adding multiple orders, click ADD after each order and
click submit when done. By pressing add, the order is being moved to the “Scratch Pad” below.
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N

The Scratch Pad is a temporary holding area for radiology orders before submitting them to the

work list.

Click submit when ready to place the order. An accession # will be populated.

Exams ordered through the DOE do not need to be Checked In.

Duplicate Checking

A duplicate alert will occur if the same exam is ordered more than once within 24 hours. These

orders will be highlighted in yellow in the Scratch Pad.

Click the “view submission error” button in the banner bar at the top.

The “Review Duplicate Orderable” window opens

b

Comments |Ima.. Cha.. Action | Client Medical Record Nu Financial Number Person Name Provincia... | Catalog T... | Procedure Accession Submission St.. | Start Date/Time | Order Details
Order  Prince County Hospital 888004461 09735983 RADNET, TESTING7 Radiology  XR Chest 2 Views Ordered Duplicate Ord...  2026-Aug-19... ., Routine, 2026-Aug-19 13.06,
Order  Prince County Hospital 888004461 09735983 RADNET. TESTING7 Radiology  XR Chest 2 Views Ordered Duplicate Ord..  2026-Aug-19 .. . Routine, 2026-Aug-19 13.08
- [m] X

“~ Review Duplicate Orderables

Duplicates The following orderables have been identified as duplicates.

Orderable Order Details

XR Chest 2 Vie...

Current Start DVTm
2026-Aug-18 18:57

Action Source

Wam

Catalog Type Activity Type

Existing Orders Radioclogy Radiology

test, Routine, 2026-Aug-18 18:57. Cq

>

oK

Select OK to submit, Cancel to resume editing

Cancel

If the patient is supposed to receive the same exam more than once within 24 hours, click Ok to

submit the order.

If the order was placed by mistake and the patient is not supposed to receive the same exam
again, click Cancel. Highlight the exam in the scratch pad, then click the Remove Order from

Scratchpad icon in the toolbar.

(Remove Order Icon)

October 2026 RadNet Clerk Manual

15



Inquiring about Person Schedules/Exam History

To view/inquire about a person’s schedule, there are two ways you can do this.
1) Through the Order Viewer App:

" (Grey/Green Icon)
To view previous patient’s exam history, click on this icon.

This should be used to review the patients DI exam file prior to scheduling or entering an order
into the Request List, to ensure the patient has not just had the exam done recently, is not
already scheduled for that same exam, or the order is not already pending in the request list.
This is also helpful if you notice the patient has either another order pending for the same
modality or is already scheduled for another exam of the same modality as then we can see if
we can merge the exams and have them done together.

MO0129 | QEHRNTECH17 | 2026-Aug-17 | 15:47

aaaaaaaaaaaa

g

Click Search

The patient’s entire list of orders will populate.
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No Exclusion Filters Applied

Accession Order Priority Status Exam Status  Report Status Comments Section Department Exam DT/TM Financial Nu... Matched Status Linked

| US Ankle Bilateral | Ro.. | Future | OnHold | New | | GEHUS | GEHDI | | | Not Matched |

US Biophysical Profile Ro... Future On Held New PCHUS PCHDI Not Matched

US Biophysical Profile Ro. Future On Hold New PCHUS PCH DI Not Matched

‘ US Biophysical Profile Ro... Future On Hold New PCHUS PCHDI Not Matched
US Abdomen Se. Future On Hold New PCHUS PCH DI Not Matched

‘ MG-26-000211 MG Stereotactic Core Biopsy L. Se.. Compl. Completed Final QEH MAM. QEH DI 2026-Jul-14 09:54 08735846 Not Matched
MG-26-000212 MG Stereotactic Core Biopsy Ro. Ordered = Completed New QEH MAM QEH DI 2026-Jul-14 10:08 09735837 Not Matched

‘ MG-26-000260 MG Mammeogram Diagnostic... Ro.. Ordered Completed New QEH MAM.. QEH DI 2026-Jul-28 14:15 09735837 Not Matched
MG-26-000262 MG Additional Projections Bilat ~ Ro Compl. Completed  Final QEH MAM. QEH DI 2026-Jul-31 16:50 09735837 Not Matched

‘ MG-26-000263 MG Additional Spot Compress Ro.. Compl. Completed Final QEH MAM.. QEH DI 2026-Jul-31 16:51 09735837 Not Matched
MG-26-000264 MG Breast Wire Loc Placeme. Ro. Compl. Completed Final QEH MAM QEH DI 2026-Jul-31 16:52 09735837 Not Matched

‘ MG-26-000265 MG Breast Wire Placement Ab.. Ro... Compl. Completed Final QEH MAM.. QEH DI 2026-Jul-31 16:53 09735837 Not Matched
MG-26-000266 MG Stereotactic Core Biopsy Ro. Compl. Completed Final QEH MAM. QEH DI 2026-Jul-31 16:55 09735837 Not Matched

‘ MG-26-000275 MG Mammogram Diagnostic... Ro.. Ordered Completed New QEH MAM.. QEH DI 2026-Aug-06 13:43 09735837 Not Matched

Here you can see the accession number assigned to an order (for ones that are registered and
checked in). You can also see the FIN which is the encounter number.

Guide and Explanation for what you may see:

Future on Hold —

- The exam is either in the request list (if it shows virtual/VR dept/section). If you double
click on the order a new window will open and where the requested start date and time is
will show either the date (if in the past) when the order was entered or the timeframe the
appointment is due (if in the future) (timed exams/clinics).

- The exam has been scheduled (if it shows facility/modality for section/Dept). If you
double click on one of these orders it will show in the requested start date and time the
scheduled appointment date and time.

Ordered-Started — The patient is here; the exam has been started but not completed yet.
Ordered-Ordered — The exam has been scheduled, patient is here, registered and checked in.

Ordered-Completed — The exam has been done. The date/time the exam was completed will
show in the Exam DT/TM column. If the Report status shows New — the exam has not been
reported by the Radiologist yet (no report available) and if the Report status shows Final — there
is a report available for this exam in which you can double click the order/exam and the report
will populate where you can view or print it.

Cancelled — Replaced — The order was cancelled and replaced as it was modified or changed in
some way. If you double click on it, you will see the cancel reason as exam replaced and
replace reason which for example some will show advised by radiologist (for the ones we modify
when they come back after being protocolled).

When a patient is discharged from their encounter, any pending DI orders associated with that
encounter will be changed to “Discontinued” status. These will appear as “Cancelled” in the
Online Work List. This could be if the patient had orders placed while they were an inpatient or
in Emerg and then they were discharged, those orders will cancel and show as discontinued. If
these still need to be completed, the clerical will have to re-enter the order into Radnet Request
list or schedule them.

To distinguish a Discontinued exam from a Cancelled exam in Online Work List, double click the
exam to open the Order Detail Inquiry window.
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Discontinued exams will not have a cancel reason associated with the exam.

2) Through the Scheduling Appointment Book App in

Appointment/Schedule Inquiry Icon (Please note, this process will not show completed

exams):
S

Appointment/Schedule Inquiry window allows the ability to enter the parameters required to view
the schedule associated with a specific person. There are two options available for using the
Schedule Inquiry window: The Person tab and the Request List tab. Each of these is described
below, along with the elements that are available under each heading.

First is to click the Inquiry button located at the top of your screen in the Scheduling
Appointment Book App.

B Scheduling: Scheduling Appointment Book
Task Edit View Help
MM PRER TN AL B Q@ IRSF S

0SS OARIBNE RS @ ® iwbck-5 -[] ) TRt F
- - -  _______ _ _— — ____ ___ —  —_ = = "

To see if the patient is already scheduled or checked in for an appointment:
Click on the Person Tab
- Inquiry — select Person Schedule Inquiry — Standard
- Person — Click the button in this field and a new window will open where you can search
by MRN. Enter the patient's MRN and click enter or search. Ensure you have the correct
patient then click Ok.
- Dates — you can enter a timeframe of what you want to search so you can search by
today or you can go back a month or a year.
- Once you have completed these, click Find. If there is any information available, this will
populate now.

MRN: 888004458 DOB: 1979-0ct-15

Name: RADNET, TESTING4

Age: 46 Years Sex: Female

Person Resource Location | Eligibility Rec_| »| [ BeG DATE STATE APPTTYPE RESOURCE ~ REQDOCTOR DURATION
12026-Aug-27 - 1200 Checkedln  NM Endocrine QEHNM 1 15

Inquiy 2026-Aug-31- 1200 Rescheduled XR Lower Extremity QEH XR ACC 5

\Pemn Schedule Inquiyy - Standard V\ 2026-Sep-11-11:00 Confimed  US Extremity QEH US Tech 2 30
20265ep-11-11:00 Corfimed  US Extremity QEH US Room 1 30

Person 2026-Sep-15- 15:00 Confimed  US Pregnancy  PCH US Tech 5 30

[RADNET. TESTING |- 2026 Sep-15-15:00 Cofimed  US Pregnancy  PCH US Room 1 0
20265ep-21-09:00 Corfimed  US Body PCH US Tech 1 €l

Start date Star time 2026-5ep-21-09:00 Corfimed  US Body PCH US Room 1 30

20264u02¢ = <] [0000 |2
End date End time

il SN

2026-5ep-22- 08:00 Confimed
2026-5ep-29- 15:00 Confimed
2026-Sep-29 - 15:00 Confimed
2026-0ct-13-15:00 Confimed
2026-0ct-13-15:00 Confimed

XR Lower Exremity QEH XR ACC

USPregnancy ~ PCHUS Tech 5
US Pregnancy PCH US Room 1
USPregnancy  PCH US Room 1
US Pregnancy PCH US Tech 5

5

3
30
30
30
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To see if the patient has an order already placed in the request list:
Click the Request List Tab
- Inquiry — Request by Person
- Person - Click the button in this field and a new window will open where you can search
by MRN. Enter the patient's MRN and click enter or search. Ensure you have the correct
patient then click Ok.
- Click Find. If there is any information available, this will populate now.

MRN: 888004455 DOB: 1999-Jan-01
Name: RADNET, TESTING1
Age: 27 Years Sex: Female
Location Eligibility RequestList MedicalN 4| P | | Action Person Name Orders Earliest Date Time  Scheduled Date C Iso Stat Inp
{Book RADNET, TESTINGT XR Abdomen 1 View 2026-Jui-28 - 00:00 y
Inquiry Book RADNET, TESTING1 CT Spine Cervical w/o Contrast  2026-Aug-11-08:00 08:00
\Rew by Person iod \ Book RADNET, TESTING1  US Abdomen 2026-Aug-18-08:00 08:00 ¥
Book RADNET, TESTING1  XR Chest 2 Views 2026-Aug-19 - 00:00
Person Book RADNET, TESTING  XR Skul Routine 2026-Aug-19 - 00:00
[RADNET» TESTING! = Book RADNET, TESTING1  MRI Abdomen w/o Contrast  2026-Aug-19 - 00:00 (7
Book RADNET, TESTING1 CT Wrist w/o Contrast Left ~ 2026-Aug-19 - 00:00
Book RADNET, TESTING1  US BPP Biometry 2026-5ep-03 - 00:00 Y
Book RADNET, TESTING1  XR Cystogram 2026-Aug-25 - 00:00
Book RADNET, TESTING1 CT Abdomen w/ Contrast 2026-Aug-24 - 00:00
Reschedue RADNET, TESTINGT XR Chest 2 Views 2026-Sep-10- 1230
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Order to Waitlist (Order Queue/Request List)

When a requisition is received in DI it needs to be entered into RadNet. As per our DI processes,
prior to entering an order in the request list (order queue), we need to ensure the patient does not
already have the same/similar order pending in the request list, the exam has not already been

done (completed or finalized), or the exam is not currently scheduled. Orders placed through
PowerChart will also appear in the Request List.

You can view the patient’s exam list (orders in request list pending, orders scheduled, or
orders done) on the Order Viewer App.

You can go into the Appointment/Schedule Inquiry Icon to view if the patient has an order
placed already via the Request List Tab (Inquiry: Request by person), or to view if the patient

is already scheduled or checked in for an appointment via the Person Tab (Inquiry: Person
Schedule Inquiry-Standard and adjust the range of dates you are looking into.

To enter/add a request to the request list/waitlist, go to Scheduling Appointment Book: =

B Scheduling: Scheduling Appointment Book - o *

Tosk Edit Vie :

# % o Il o B8 &7 9

M b | T 2|8 &

FRe&lr

fsePBJEEP &

- <+

« 2026 » Books  Appointment

‘ August 3 a0

Su Mo Tu We Th Fi Sa | |

1 Nex

2 s lls ¢ 7 @ ‘ o

9 10 11 12 13 14 15

® 17118 AN 2

nu B BT BB

0 A

=

=]
o

e s s
For Help, press F1

M0129 RMCROCKER Tuesday, August 4, 2026 09:39

Fill in Appointment Type field — Ex CT and hit enter and this screen will appear.
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1 Appointment Type Help ? X

Appointment Type

'
4 CT Body

+ CT Exremity

s CT HEAD/FACE/NECK

+ CT Interventional

+ CT Spine

0K Cancel

Select the appointment location, which is the next field to complete below the Appointment Type
Field. (ex DI QEH or DI PCH)

Click on Patient and this window will appear. Enter MRN._Do not highlight any encounters.
Click Ok.

@, Person Search x
MRN/PHN: MRN/PHN Full Name Birth Date Sex Histi »
| \ 888002026 ZZTEST. NMB OF PATIENT SEVEN 2026-Jul-0207:48  Male
o 888001989 ZZTEST. PATIENT CHAD 1984-Jun-30 Male

ssiiame 288001900 ZZTEST, STILLBORN NEM OF NORMA | 2026-Jul-1308:01  Male

\zzTEST ||| sss001087 ZZTEST, RADIOLOGY 2000-Feb-23 Male
e 888000998 ZZTEST. NBF FOURTEEN 2025-Mar-1309:40  Female
| ‘ 888000125 ZZTEST, NBF MEGHAN 2025-May-07 13:23  Female

838000124 ZZTEST, PATIENT MEGHAN | 1990-Dec-30 Female |
Middle Name: 888000123 ZZTEST. PATIENT TIM 1998-Jun-30 Male
| ||| 030840540 ZZTEST, FNTEST 1992-Sep-17 Female
- 030840532 (030840524)  ZZTEST, GOMBINE PATIENT 1989-Dec-17 Female v
N < >
— Facility  EstArrival Date  Disch Date  Reg Date Enc Type Patient Service Attendir]
irt ate:
- QEH 2025-May-07 13:21 Inpatient Obstetrics Test, CH
— L0 QEH Emergency Emergency Medicine
Historical MRN: QEH Emergency  Emergency Medicine
Search Reset
€ >
OK Cancel Preview Add Person Add Encounter Modify

Complete the rest of the fields which include Ordering Physician, Reason for Exam (See Req),
and Priority.

Add any scheduling comments that are needed.

Click on Move.
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This window will appear. Double click on the exam wanted.

Appointment Attributes

=-#% ZZTEST, PATIENT MEGHAN
+-%» CT HEAD/FACE/NECK

? X
Details Orders Resourcelist Guidelines Appointment Eligibility
ZZTEST. PATIENT MEGHAN | o A
| CT Complex Head / Neck w/ Cont |T“5”S*°°’- Mode:
Last Creatinine:
< > |
Last e-GFR (MDRD):
Optional  Search Existing Orders * | * |
) Is Pt. on Metformin?:
CT Complex Head / Neck w/ Cont A | 9
CT Complex Head / Neck w/o Cor
CT Complex Head w/ + w/o Contre Diagnosis Code:
T Comnlex Head w/ Contrast Y |
< | -
'
cren

Complete the mandatory fields — (Reason for Exam, Priority, Requested date and time - which
auto populates to today’s date/time, should automatically populate in these fields since they

were completed when starting the order. If there is extra copies to go to other providers, please
add them in the Copies of Results To field. Click OK.

When entering providers in the Copies To field, click the yellow button, if you require adding
more than one provider to get a copy of the report.

Copies of Result to

The order is now in your Work In Progress Field. Click Request. This window will appear.

October 2026
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Request for Book ? X

MAN: 888000124 DOB: 1990-Dec-30

Name: ZZTEST, PATIENT MEGHAN

Age: 35 Years Sex: Female

=0 ASRTEANRYEEE  Scheduling Criteria  Summary General Details  Orders  Guidelines Notification ~ Conversation Summaries  Eligibility Booking Notes
@< CT HEAD/FACE/NEQ

Appointment Date ) .
(® Requested date range: [zozgmgm ‘ 2 |v |2026-Sep-03 =

O Requestin: < | Days From 2026-Aug-04 =

Mon Tue Wed Th Fn Sat Sun |

Appointment Time )
@® Time range [0800 |5 [1800 |E

O Time restrictions: AM Only

Request List
All request lists Selected request lists
MM Future Book ~ QEH CT Future Book
CHO XR Displaced &
CHO XR Future Book
CHO XR Reschedule a
KCMH XR Displaced
KCMH XR Future Book Set Defaut
KCMH XR Reschedule Y
[ Show all

o]l o

Complete the requested date range fields.

- If the order is a clinic, enter the first date field as 1%t day of month it is due and second
date field as last day of month it is due (for example, the exam is due to be done in May
2027, so you would enter May 01, 2027, and May 31, 2027)

- If the request is routine, semi-urgent, urgent or not indicated, you can leave the
requested date range as today’s date (this defaults to show one month).

- All requests that are protocolled by a Modality Coordinator or Radiologist are edited
afterwards to reflect any changes in the priority and/or requested date range when
received back.

Ensure the order is put on the correct request list (future book) in the selected request list field.
If not, move what defaulted, back to the left (All requests list) and select the appropriate one
from the All-Request List and move it to the right over to the selected request list. Then Click
OK.

If you uncheck the “Show All” button below these fields, it should default to your facility and the
modality future book for the exam you entered. In this case, you will need to just click the future
book and then move it over to the right and click ok.

This order is now on the request list (order queue) in the facility/modality future book that you
selected.
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Scheduling Appointment Book App

Use this App to schedule exam appointments, enter orders in the request list, and block
appointments.

Schedule An Appointment

(If a request comes in that day and you have not entered it in the request list yet, and you are

permitted to schedule the exam, you could go directly into this app and schedule it instead of
placing it in the request list, rather then having to go in and pull it right out to schedule.)

There are several different methods for scheduling an appointment within the Scheduling
Appointment Book application. This section will discuss each of those methods and situations
where one method is recommended vs the others. First click on the Bookshelf and chose your
location. Click OK

B Scheduling: Scheduling Appointment Book

Task Edit View Help

MMM RPER AR BSOS LR T

0SS OPBNIEBEPY @ ® ieba-s -4 FEREOEGH Mz &&

Name:

< September ’ Bookshelf P
Su Mo Tu We Th Fr Sa
1 2 3 4 8§ Select
68 7 8 9 10 M 12
13 14 15 17 18 19
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el

Select Bookshelf

- i
-l Al Radiology

i cHo

-l CHO Radiology

&-fil§l Intemal Medicine BookShelf QEH
- lif KCMH Radiology

- 0BS/GYN (MOUNT)

e {i§ PCH

(il PCH Radiology

il PHN Immurization

-l oeH

(i QEH Level 1 Ambulatory Care

- ilfl OEH Radiology

- il QEH Shared Clinics

ﬁ UEH Special Testing Ambulatory Services
ﬂ SH

il SH Radiology

il Test Radiclogy

-l wH

ol (i WH Radiclogy

oK Cancel

Click the book to open (the book will be highlighted) and then click “OPEN” to open the book.

(Double clicking the book will also open it.) Or click on the Bookshelf bar and select a new

book from the shelf.

| Cpr
HIE M- S

(M| F R AI KDL SRR AE S
(0 & & PN JARED LS

Tak Bt View  Help

THUFEA&R
(e Baes - [ 4

Aty
Mo Tu We Th R Sa

34
5 6 7 8 3 W
LI TR R R A ]

2026-Jul-02 - QEH Ultrasound

QEH US Tech 1 [0] QEH US Tech 2 [0] QEH US Tech 3 [0] ‘QEH US Tech 4 [0] QEH US Tech 5 [0] QEH US Tech 6 [0]
QEH BR

QEH 1ST TRI

QEH OB

i1

e

Choose a date from the calendar.
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Click on the appointment tab.

Type the first two letters of the Modality, then enter. OR Click on the ellipsis for the Appointment
Type Help. Choose the Appointment Types a separate window. click OK

Books  Appointment
*Appointment type: Mo
us
Nexd
Appointment location:
Cleg
B Appointment Type Help ? X
Person name:
Appointment Type )
2 S Biopsy
ol LIS Body S—
2 LS Breast/Adlla
2 US Echo |
QEH US Tech 2 QEH US T | = US Bdremity
08:00 QEH BR 2 US Head/Face/Neck v
>
=

Please note: These may differ from the DOE modality codes.

Codes (Appointment Types)

BMD - Bone Mineral Densitometry
CT - Computed Tomography

MG - Mammography

NM - Nuclear Medicine

MRI - Magnetic Resonance Imaging
IR — Interventional Radiology

US - Ultrasound/Echocardiography
XR - Xray

VAS - Vascular Lab

Click the button with the 3 dots beside it

*Appointment type:

cT

A-list of appoi.ntment types for that modality code will open. (Refer to your Appt Type spreadsheets)
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=
X

8" Appointment Type Help

Appointment Type

.
= CT Body

s CT Bdremity

CT HEAD/FACE/NECK

= CT Interventional

s CT Spine

=

oK Cancel

Choose the appropriate appointment type.

Choose the appointment location from the drop down.

Books  Appointment L
*Appointment type: o Move »
[US Body |- 8
et

*Appointment location:
[ |v Clear
DI PCH o
DI GEH Allergies
DI WH
- — . 7

. Peron Search

VRNFHN

[oszaoe |||

i

I

FirstHame.

Vil are

- ]

-

s = |

ftorical MRN i

= Reeet

Faciity  Est Aol Dite Diach Date: Reg Date ErcTyps  PatientSerice Atending Physician Hurse Unit Encho  Vistid 5
GEH 2025 Mar06 0800 2025Mop05 1444 Inpatient | SurgeryPiastic MeLean, Gary D, MD Same Day Surgery GEH | 09735413 0385580
PCH  2025Mar-4 1300 20254024 1546 2025000241405 bpstent  SwgerrGesoeral  Test CPOE Physician, MD b Surgicsl PCH 00735440 09965607
QEW  2025Mar05 1015 | 2025-Mar12 2359 Preadmit | Pre SugeryClinic  McLean, Gary D, MD PreSurg Clinic QEH 09735414 | 09985581
QEH  2025Mar181100  2025-Mar26 2359 Freadmit  Plaslics Plaste $n Cl GEH 09735427 | 09985584
QEH  2006Mar-20 1500 Freadmit  Disgnostic Imaging DIGER 09738535 00985763
QEH 2026020800 Presdmit  Disgnostic Imaging DIGER 05735616 059BSOR4 |
o Carcel Preview Add Person | Add Encounter Moty ||

Then Click into the Person Name and press enter. The Person search window appears.
Best Practice is to use the MRN to find the patient.
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Select the patient but DO NOT choose an encounter unless it has been confirmed that will still
be an Emerg or Inpatient at the time of the appointment.

Click ok. Continue completing the rest of the mandatory fields.

Books  Appointment

*Person name:

Move »
|zz TEST, PATIENT FOUR ‘

-
*Ordering Physician:
|Tast, CPOE Physician, MD

@ Clear
%

*Priority:

Semi-Urgent ~

v

Enter the ordering physician. Search by MRN.

- If the requesting providers are from off-island, a virtual clinic based out of an off-island
location, are a Chiropractor, Physiotherapist or a provider from PEI but without a PEI
Billing Number use Ordering Radiology Provider then you will add the requesting
provider into the Copies To field later.

Enter the reason for exam, which will always be See Req, except for Mammography or Vascular
Lab exams as they will continue the current workflow and enter pertinent information required.
Enter the priority. The default is routine. Enter any scheduling comments.

Then click MOVE.
Appointment attributes window will open. A list of exams will be in the bottom box. Double click

on the order, this will populate to the right side of the screen. Complete required fields, then
Click OK.
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Appointment Attributes

E|ﬂ ZZ TEST, PATIENT FOUR
-9 US Body

? X
Details Orders Resourcelist Guidelines Appointment Eligibility
ZZ TEST, PATIENT FOUR *Reason for Bxam + Hx: ~
US Abd d Pelvis ‘m = |L
lomen ani
Malignancy [Y/N 7] Baborate ...:
*Priority:
‘ Routine vl
*Requested Start Date and Time:
et = [=]
2026-0ct-12 o v|1em i
Portable?:
| ]
Clinical Concem./Special Instructions:
Copies of Result to:
Optional Search Existing Orders Privieges AOS  Required ‘ ”&
US Abdomen ~ e
US Abdomen and Pelvis
US Abdomen and Pelvis + Transvaginal
US Abdomen Limited
US Abdominal Aorta
US Chest
US Doppler
US Doppler Abdomen LMP:
US Hema = =
US Hermia Biateral HE
US Hemia Left Pregnant?:
US Hemia Right ‘ o |
US Hip Right (Child)
US Miscellaneous v Transport Mode: v
[ ok ] cames

The appointment details will then show in the “Work in Progress” window.

Work in progress:

< US Body

=% ZZ TEST, PATIENT FOUR

E| Current Schedule
-} DI QEH
<$ DI QEH Techs 1 - 6(US Body)
=2 DI QEH Rooms 1 - 5{US Body)
<$ Patient

>dy)

At this point, you can decide which method you want to schedule by, Schedule or Suggest.

October 2026
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Schedule Button Method

If you used Schedule, you will be manually scheduling into the first available appointment slot,
even if it is not the appropriate appointment type. You can also click on the calendar to select
the preferred date, then click on the appointment time in the schedule template then select
Schedule.

The schedule button allows the user to view the default selections such as duration and slot.
Within one window, the user can verify or change the resource, duration, slot, and time using
the drop-down boxes that display available options. This option is recommended for booking
outside the slot (overbooking) only. It is the least recommended method for booking regular
appointments as users can accidentally book appointments outside the slot and allow for
potential double booking.

Click on the Schedule button. This window pops up. Select a Resource and a Default Slot and
click OK to schedule the appointment.

Resournce:

[QEH US Tech 1 v]
Default slot:

| CQEH P1 (08:00 - 08:30) v|
Time:

:

Duration:

I:: Hour(s) IE: Minutes I:: Diay

[ Distinguish setup and cleanup durations

oK Cancel

OR

Click into the time and slot to book into, then click Schedule.

Work in progress:

=-#8 ZZTEST, PATIENT NINETEEN Schedule
145 US Extremity

E|--- Current Schedule Corfirm

E|-- DI QEH Recur
%% DI QEH Techs 1 - 6(US Ext)
i< DI QEH Room 1-5(US Ext) Suggest
L. Patient

Request

Insert

=l
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The window that pops up will show the resource, slot, time and duration

Schedule - US Body ? X

Resource:

|QEH US Tech 3

Default slot:

| QEH P2 (09:00 - 09:30)

Vl

Time:
Duration:
E = Hour(s) 30 = Minutes |: =~ Day
[ Distinguish setup and cleanup durations
oK Cancel

Note the appointment now appears under the resource and in the timeslot previously selected
in the Schedule window in a Pending status.

Click Confirm

Confirmation window appears. Click OK

Confirm

MRN: 030838155

Name: ZZTEST, PATIENT HEATHER

Age: 60 Years

DOB: 1966-Feb-04

Sex: Female

L[ QFH CT MAIN
L.[7] ZZTEST, PATIENT H

m Summary General Resource View Guidelines Notification Conversation Summaries Itineraries  Locks  Eligibility Booking Notes
=€ CT Spine
S D Qe ZZTEST, PATIENT HEATHER Med Rec Nbr: 030838155

Allergies:

Allergies Not Recorded
2026-Jul-15 - 08:15 15 Minutes CT Spine DI QEH QEH CT MAIN
Orders:

CT Spine Lumbar w/o Contrast

Preparations:
No preparation required

Options

Print. Print ABN...

]

Cancel

Click OK to close the Confirmation window. The appointment will now display in a Confirmed
status. To go back and change the appointment date or time you click cancel and still go
back and make the changes.
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Encounter Selection

FINMNBR Enc Type Disch Date Admit Type Facility Murse Unit  Encounter Prsnl Provider Name Feg Date

05735411 Inpatient Elective SH MED SH  Attending Physician  Test, CPOE Physician, MDD 2025-Mar-05 - 10:48

£ >
Modify Add Enc QK Cancel

At this point, you can either choose the encounter that it needs to be attached to by highlighting
the encounter (if required) and clicking OK OR you can create an encounter by clicking Add
Enc.

The Available Conversations window opens. If booking an outpatient appointment, you will
choose to Pre-Admit.

& Available Conversations *

Flease select the conversation vou would like to use:

| v

Clinic - Register Patient
Peds Clinic - Pre Admit
Pre Admit

Register Patient

O § L T oors ARt B O
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PREADMIT SCREEN OPENS

(Patient’s Last and First Name, DOB and Gender fields should auto populate.
Ensure they are correct)

R
E &

At this time click on the Encounter Information tab.

Complete mandatory fields, “Medical Service, which will be Diagnostic Imaging and Chief

Complaint, which should default to what you entered in the Reason for Exam at time of

scheduling which usually will be SEE REQ, except for mammography or vascular lab exams.

Click OK
Another message will appear, FIN NBR (also the encounter #): and VISIT Id: number.

" ]
..... . m

—m S deERLAFeEsEaEl

Click Ok. Confirmation will pop up.
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Pre Admit

The following Queen Elizabeth Hospital aliases have been assigned for RADNET,
INTEGRATION12:

FIN NBR: 09735982
Visit |d: 09986151

oK

Click Ok
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Suggest Button Method

The system can suggest available times at which an appointment can be scheduled based on
date and time parameters that you enter. This provides the date and time options from which
they can be selected without the requirement of locating available slots manually. This method
is recommended for those areas where available appointment times are limited and for more
complicated appointments.

To have an appointment booked for a certain resource (which is the specific rooms). First pick
the order from the Appointment Attribute then go to the TAB RESOURCE LIST in the top of the
screen next to orders tab and a list of the resources will populate and then un-check all the
resources except the one you are booking for, this will only pick appointments that are opened
to that resource.

Suggest

With your appointment in the Work In-Progress box, click the
Suggested Schedules dialog box.

button to open the

ME

QEH US Tech 3 [0] QEH US Tech 4”

- QEH US Tech 1 [0] QEH US Tech 2 [0]

==|07:35
[(07-40
[(07:45
[(07:50,

107:55

|08:00/ QEH BR

=*108:05
108:10
I08:15

[—|08:20,
[(08:25

g 08:30 ¢ 1 ) |aeHER QEH 1ST TRI
I==|08:35. ;
=|08:40° :

Click suggest. Suggested schedules window will open.
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Patiert Appointment Location Appoirtment Type  Primary Order Scheduled Date/Time Patient Duration
= %9 RADNET, INTEGRATION12 DIQEH CT Body CT Abdomen / Pelvis w/ Contrast 15 Minutes
| Suggest Criteria Preferences Pat Dus

r PatDate/Time Person ApptDate/Time Appt Type Resource ApptLoc Prmary Order Resource Duration  Slot Type
Appointment Date

(®) Date range: 2026-Aug-18 > v |20265ep17 = |+

T =

(O Schadule in From:  2026-4ug18 of

(O Date restrictions
IEEEEECEECEECE = - | oo
Appointment Time

@ Time range: 0800 £l 233 ‘:

O Time restnctions:

Clear Suggest

To specify the date range to be considered when the system suggests schedules, select the

Date Range option in the Suggest Criteria Box. Enter the Begin date and End date to be
considered.

For a defined date range in the Preferences tab, the dates to reflect that preference will default
each time you enter this dialog box.

Note: The first time logging on with a new user account, the number of suggestions

to return is defaulted to 1. To change this to 10 or 15 to get more than one
suggestion.
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If a date range doesn’t need to be specified, but there is need to restrict the search for
available dates, select the Date Restrictions option. After that optionis chosen, select

restrictions such as "Next 2 Days".

Suggest Criteria Preferences
Appointment Date
() Date range 2026-Jul-14

(O Schedule in : Days

= || |2026-Aug-13 = =

From: 202B-Jul-14 =

4

@ Date restrictions:

Next2 Days

m Tue W extDays -eptions
Next4 Days

Appointment Time ::ﬁ;g:z:
(@ Time range: Next 7 Days : : j :
O Time restrictions AM Only

Schedule as visit within 2| day(s)

Cverride suggested date and time

Schedule multiple persons to mixed Group Sessions

Clear Suggest

Select the days of the week to be considered when searching for a date to schedule the
appointment by clicking the appropriate day of the week buttons. To exclude specific dates,
click the Exceptions button to open the Date Exceptions dialog box. For defined preferred days
of the week in the Preferences tab, the days to reflect that preference will default each time you

enter this dialog box.

MNumber of suggestions to retum :

MNumber of days in date range

Default time range: |

0800 | =] |2385 =

Success ratio:

Acceptable time variation

[0 S| v

o | e | wea | ™ |+ RN

|:| Do not allow multiple secondary suggestions

[ First available with sequencing =
[[] Display day of week with datetime

[[] Optimize patient time

[] Retum suggestions in 5

Next Next Day Clear

October 2026
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To specify the time range to be considered when the system suggests schedules, select the
Time Range option. Enter the Begin time and End time to be considered. For a defined time-
range in the Preferences tab, the times to reflect that preference will default each time the
dialog box is entered.

Suggest Criteria Preferences

Appointment Date

() Date range: 2026-Jul-14 ° |+ |2026-Aug-13 =1 /
() Schedule in: =1 Days From: 2026-Jul-14 /

@Date restrictions: |Nex12Days / v|

Appointment Time

(@ Time range: €= I”””” ! = !2355 =
() Time restrictions: AM Only
Schedule as vight within 2 | | day(s)

Override sufgested date and time
Schedulf multiple persons to mixed Group Sessions

Clear Suggest
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If a specific time range is not wanted, but restricting the search for available times is required,
select the Time Restrictions option. After that option is chosen, select restrictions such as "AM
Only".

Suggested Schedules ? >
Patient Appointment Location Appointment Type Primary Order  Scheduled Date/Time  Patient Duration
= % ZZTEST.PATIENTHEATHER DIGEH US Extremity US Ankle Right 30 Minutes
Suggest Criteria Preferences PatDur Pat Date/Time Person
5 30Minutes 2026-Jul-14-09:30 ZZTEST.PATIENT HEATH
Appointment Date 5 30Minutes 2026-Jul-14-0930 ZZTEST. PATIENT HEATH
O Date range: 2026-Jul-14 2 5] evzeaugs = 2 30Minutes 2026-Jul-14-09:30 ZZTEST, PATIENT HEATH
2 30Minutes 2026-Jul-14-09:30 ZZTEST. PATIENT HEATH
(O Schedule in 1 [Days From: 2026-Jul-14 e 2 30Minutes 2026-Jul-14-09:30 ZZTEST, PATIENT HEATH
2 30Minutes 2026-Jul-14-10:00 ZZTEST, PATIENT HEATH
® Date restrictions ‘NEX‘ZDEYS v| 2 30Minutes 2026-Jul-14-10:00 ZZTEST. PATIENT HEATH
2 30Minutes 2026-Jul-14-10.00 ZZTEST, PATIENT HEATH
| mon [ Tue [ wed | T [TFi  ER Sun | | Exceptions 5 30Minutes 2026-JuF14-1000 ZZTEST. PATIENT HEATH
2 30Minutes 2026-Jul-14-10.00 ZZTEST, PATIENT HEATH
2 30Minutes 2026-Jul-14-10:30 ZZTEST, PATIENT HEATH
Appointment Tims 5 30Minutes 2026-Jul-14-1030 ZZTEST. PATIENT HEATH
@ Time range ‘UBUU ‘ = ‘2355 | = = 30Minutes 2026-Jul-14-10:30 ZZTEST, PATIENT HEATH
2 30Minutes 2026-Jul-14-10:30 ZZTEST. PATIENT HEATH
(O Time restictions AM Only 2 30Minutes 2026-Jul-14-10:30 ZZTEST, PATIENT HEATH
2 30Minutes 2026-Jul-14-11:00 ZZTEST, PATIENT HEATH
2 30Minutes 2026-Jul-14-11:00 ZZTEST, PATIENT HEATH
Schedule as visit within S | g = 30Minutes 2026-Jul-14-11:00 ZZTEST, PATIENT HEATH
2 30Minutes 2026-Jul-14-11:00 ZZTEST. PATIENT HEATH
Override suggested date and time o 30Minutes 2026-Jul-14-11:00 ZZTEST, PATIENT HEATH
Schedule multiple persons to mixed Group Sessions
Clear Suggest . N
Next Next Day Clear Select OK Cancel

Once you have your time and date range and any other search criteria selected, either click
Suggest for the system to display suggested times that the appointment could be scheduled or
you can click Clear to clear the information displayed and default back to the preferred settings
(except for the visit range).

If you click Suggest, a list of appointment time options will populate in the box on the right.

If previously selected the Schedule as visit within option, the Suggested Sequence dialog box is
displayed and then specify the order in which the appointment types are to be scheduled.

If the date and time suggested is not wanted, click Next to display the next available time.

If the day suggested is not wanted, click Next Day to display the first available time at which the
appointment could be scheduled on the next valid day.

Once a suggested date and time to use has been found, double click. Click OK to close the
Suggested Schedules dialog box and schedule the appointment or click Cancel to close the
dialog box without scheduling the appointment.

You can override the warnings that this is not an appropriate appointment slot or time frame.

In the work in progress box, the books beside the appointment room and patients should turn
red.
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The appointment should appear in the slot on the grid at the bottom. In pending status if you

hover over it.

Click confirm. Confirmation window will pop up with the prep for this appointment if applicable.

Click OK. Encounter selection windows will pop up.
Choose the “add encounter” button on the bottom left.

Available conversations window will pop up.

S

Please select the conversation you would like to use

Choose pre-admit from the dropdown and click OK.

Pre-admit window opens.

¥
N =

* Last Name: *First Name Middle Name:

RADNET INTEGRATION12

OK

Male

* Date of Birth: Age: MRN:

1951-Apr-30 2| [y 888004012

Patient Information  Encounter Information Contacts Insurance Primary  Insurance Secondary  Insurance Tertiary _ Insurance Summary

~
| Mailing Address

*Street Address: Street Address2 *Country City *Province/State *Postal/Zip Code

222 TWO STEET [canada | [wo [e XOX 0X0

*Home Phone Number. Cell/Pager Number: Business Phone Number Business Ext Email Address:

(222) 222-2255 () - ‘1 ) - ‘ |

Temporary Address

Street Address Street Address? Count City Provin Po Code:

Temporary Phone Number

() -
| Person Comments

v
oK Cancel

Ready

Click the encounter information tab.

October 2026
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Patient infgrmation  [ncounter information  Contacts  Insurance Prmary  Insurance Secandary  Insurance Tetary  Insurance Summary

Current Encounter informason

Choose the medical service. It will be “Diagnostic Imaging” (including procedures that are just
done in DI), unless it is an invasive procedure in which case it will be “DI/Surg Invasive

Procedure” (use this if the patient requires a bed or to go to Ambulatory Care before or after the

procedure in DI).

Click Ok. Confirmation will pop up.

Pre Admit

The following Queen Elizabeth Hospital aliases have been assigned for RADNET,

INTEGRATION1Z:

FIN NBR: 09735882
Visit |d: 09986151

Click Ok

October 2026
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Add New Appointment Method

The Add New Appointment method is convenient for users who prefer to locate an available slot
and then fill out the appointment information. Once a slot is selected the cursor automatically
moves to the appointment type field.

Begin by opening the appropriate Appointment Book like what was explained in the previous
example.

Scroll through the slots and right-click on the desired time to display the menu. Click on Add
New Appointment (the cursor will prompt in the Appointment Type field).

Books Appointment

Bookshelf- QEH Radiology Open
Fr Sa

N 1 2 3 4 Select

»
£ Elo

5 6 7 & 4 10 11 295%
. = o = =

12013 15 Actions 2 oz E

- o

19 20 2 e Add New Appointment = kel R
1° B

Book Request
Confirm Request
Remove Request
Recur Appointment

== Navigation QEH XR 2 0] |
=l09:10|@EH xR tnauiry ;
=09:15] Report ’ [QEH xR IP/OP2 |
==|09-20 Applications >
| e, . [QEH XR IPIOP2 |
lslng- Slots N

= Resources >
m-oez35 4 Book Settings N [aEH xR IPIOP2 |
pg09:40 fQEH XR OPT . o
=09:45] [QEH xR IP/OP2 |
=09:50
: 1

Choose an appointment type and fill out the rest of the fields in the accept format.

Move b

Then click the move button "—J to place the event details in the WIP. (Depending on
the appointment selected, an order may have to be chosen as was shown in the previous
example). The appointment will appear in a pending

Name: ZZTEST, PATIENT HEATHER

2025

“ July
Su Mo Tu We
1
56 7 8
1213 [14] 15

N :: |

® 7 oW 2

Th Fr Sa
R
9 W on

617 18

2 %

0w

Books  Appointment

|ZZTEST. PATIENT HEATHER

T, PATIENT HEATHER
* ¥R Spine
=8 Current Schedule
=8l Di 0EH
i % DIQEH ROOM XR 1.XR 2XR ACC, XR PORT (XR SPINE)
4l ® Patient

09:20|

L

T |
§
I
:
<
'

QEH XR 2 [0]

/
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Click the ﬂl button to confirm the appointment and choose Add Enc, choose Pre-
Admit, OK.

MRN: 030838155

ZZTEST, PATIENT HEATHER

Age: 60 Years

Encounter Selection ? X
Books  Appoir Work in progress
FINNBR Enc Type  DischDate Admit Type Facility MNurse Unit Encounter Prsnl ~ |E|ﬂZZTF£T PATIENT HEATHER
duly 4 Persof | 09735526 AMBIOP  2025-May21-2359 Elective ~ QEH  LABQEH
Con
o Tu We Th Fr Sa 09735525 AMB/OP  2025-May-21-2359 Elective QEH  LABQEH
L 1 2 3 4 09735423 AMB/OP  2025-Mar11-2359 Electve  QEH  PhyMed Clinic QEH b (TS
09735424 AMB/OP  2025-Mar-10-2359 Elecve ~ QEH  LABQEH
g8 09735420 Inpatient  2025Mar10-11:10 Electve  QEH  Unit1QEH Attencing Physiciar | SSRPESVEIE
3 516 1718 09735848 Preadmit QEH  DIGEH
T LR oot erecery | Toue L oueng ehyaco RN
|| 09735422 Preadmit  2025-Mar-17-2359 QEH  CardioResp QEH jonsummaries | ltineraries | Lod
T TestO | =91 09735421 Preadmit  2025-Mar-17-2359 QEH  Pacemaker ShCl QEH ke
4 8 6 7 8 ks 2 2d Rec Nbr: 030838155
Modify Add Enc _ Cancel
2026-Jul-22 - 09:40 5 Minutes XR Spine DI QEHQEH XR 1
Orders:

XR Spine Thoracic

In the encounter window chose the Encounter information Tab, fill in mandatory field “Medical
Service” to Diagnostic Imaging.

§ Pre Admit

B &
*Last Name: *First Name: Middle Name: P
|zzTEST | [PATIENT HEATHER | | | [
MRN: Disease Alert: PEIHI Eligibility End Date: M
‘030838155 ‘ eSS oIg E

Patient Information Encounter Information  Contacts Insurance Primary Insurance Secondary Ins

I— Current Encounter Information

Patient Type: *Medical Service: *Chief Complaint:
Preadmit [ [~] [rest I
Dermatology ~
—Location DI/Surg | ive Procedure
Diabetic Foot Clinic

Building: lert:
QEH District/Provincial Non-Stroke Rehab
District/Provincial Stroke Rehab b

— Physicians

Attending Physician: Family Phys for NP: Referring Physician:

‘ X ‘ Test, CPOE Nurse Prartiti(| Q | X

+—Account Data

*Pre-Reqg Date: *Pre-Reg Time: Pre-Reg Personnel ID:

2026-Jul14 7| 103 < [icook

t—Fncounter Comment:
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Multiple Appointment Scheduling

Schedule more than one appointment for a patient without entering in all the same information
twice.

Enter appropriate information into the accept format fields and press the MOVE button to move

the information to the Work-In-Progress.

E

gHé‘

Enter all the information for the first appointment, press the NEXT button. The cursor will move
back to the fields within the Appointment tab.

In the Appointment Type field, replace the first Appointment Type name with the next
appointment type that is being scheduled, and press enter or the ellipses button to search.
Select the appropriate Appointment Type from the search window.

Select the appropriate Appointment Location.

Scroll down through the rest of the accept format questions. Notice the information entered on
the first appointment is still in the fields. Change any appropriate information and press the
MOVE button. REMEMBER WHEN IN THE APPOINTMENT ATTRIBUTES SCREEN, TO
UNCHECK THE RESOURCES TO PREVENT GETTING RETURNS ON TIMES FOR. GO TO
THE RESOURSE TAB AND UNCHECK WHO YOU ARE NOT BOOKING FOR.

Work in progress:

E| Current Schedule "

- =-[F oipcH
----- < DIPCH CT 1(CT Bedy)

é L =2 Patient

=% CT HEAD/FACE/NECK

= Current Schedule [
=-Fl Dl pCH

..... < DIPCH CT 1(CT H/F/N)
L e Patient

Both appointments will now be displayed within the Work in Progress.
Press the Suggest button to allow Suggested Scheduling functionality to help find an available

appointment time. The Suggested Schedules window will display.
Press the Shift key and highlight both appointments.
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Patient Appointment Location  Appointment Type Primary Order Scheduled Date/Time  Patient Duration

LI | RADNET. TESTINGS | DI PCH CTAbdomenw/Contrast |  [15Mindtes |
S | RADNET. TESTINGS | DI PCH CT HEAD/FACE/NECK | CT Complex Head w/o Contrast | | 15Mingtes |

In the lower left portion of the screen, click the checkbox next to Schedule as a Visit Within.
Leave the timeframe defaulted to 1 day or if you want times only close together you can change
it to a duration that suites the exams (example 2 x 15 minute CTs, | would suggest entering 30
minutes). This will allow the ability to find an available appointment time for both appointments
within a one-day timeframe.

Suggest Criteria  Preferences

Appointment Date

(@ Date range: 2026-5ep-18 | 2]+ 20260018 s
() Scheduls in: 1 *| | Days From: | 2026-5ep-21 S
() Date restrictions: Mextt 2 Days

o | e | s | e | f I

Appointment Time

(®) Time range:; ||:|3|:":I

> | 2355 IE

() Time restrictions: AM Only

Schedule as visit within 1 = |hr -
Chwemde suggested date and time

Schedule multiple persons to mixed Group Sessions

Clear Suggest

Mend Mexd Day Clear Select

Press the Suggest button.

The Suggested Sequence window will display. This allows to indicate to the system which
appointment to schedule first. Leave the appointments in the order they default. Highlight the
double appointment and click Select, then OK.
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Wik in prgress:

TR o oo
e p— ) RADNET, TESTINGS
. e * 5% CToody
Su Mo Tu We Th F S | [foum < " B ComentSchedube Cortem
! zoavs Anesthesia Frovider Requested? et £-% CT HEAD/FACE/NECK Recur
B 7 9 w112 Oear =8 Curent Schedule
wowosow vl | | ~] e =
E DI PCH CT 1(CT H/F/N)
4 Patint Roaues
irsed

Both appointments will display in the WIP in a pending status. Highlight the patient’s name,
press the CONFIRM button, and the Confirmation window will display showing a summary of
both appointments.

Confirm

DOB: 1989-Nov-30

MRN: 838004459

Name: RADNET, TESTINGS

Age: 36 Years Sex: Male

=-@ CT Body
=-{f} DIPCH
PCHCT1
[#] RADNET, TES
=@ CT HEAD/FACE/NE
g DIPCH
PCHCT1
RADMET, TEY

Summary General ResourceView Guidelines Notification  Conversation Summaries  ltineraries  Locks  Eligibility Bocking Notes

RADNET, TESTING5 Med Rec Nbr: 888004459

Allergies:
Allergies Mot Recorded

2026-Sep-18 - 12:30 15 Minutes CT HEAD/FACE/NECK DIPCH PCHCT1

Orders:
CT Complex Head w/o Contrast

Preparations:
Only drink clear fluids, no solid food for 4hrs prior to your appointment time. * You may take your med dent diab

and insulin dep may eat a regular diet.

2026-Sep-18 - 12:45 15 Minutes CT Body DIPCH PCHCT 1
Orders:

CT Abdomen w/ Contrast

Preparations:

Please pick up Gastrografin prior to your exam date Monday to Friday excluding holidays between the hours of 0830 - 1530 hrs_

Please take this preparation sheet with you when you pick up your Gastrografin.

Gastrografin can be picked up in the Radiology Department of any of the following sites: Queen Elizabeth Hospital, Prince County Hospital, Kings County Memaorial Hospital, Souris
Hospital, Community Hospital, Western Hospital, Tyne Valley Health Center.

EXAM PREPARATION:1. Drink clear fluids only, no solid food in the 4 hours prior to your appointment time.

2. Mix full contents of Gastrografin bottle (30 mls) with 900 ml of water or clear juice.

Drink half of the mixture at bedtime the night prior to the examination.

3. Drink the remaining mixture one hour prior to the examination.

MNOTE: v

Prirtt ABN..

Choose Add Encounter. The conversation window appears.
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Encounter Selection ? W

FIN MER Enc Type  Disch Date Admit Type Facilty Murse Unt  Encourter Prsnl Provider Mame Reqg Date
_ Ordering Physician | Test, CPOE Murse Practitioner. E:m’!llz'
09735843 AMB/OP Elective QEH DIQEH 2026-Jul-13 - 13
05735838 AMB/OP Elective QEH DIQEH Ordering Physician ~ Test, CPOE Physician, MD 2026-Jul-13 - 07
09736222 Preadmit QEH DIQEH

\ | 09736179 Preadmit PCH DI PCH Refeming Physician  Phelan, Paul G, MD lie
09736164 Preadmit PCH DI PCH
05736083 Preadmit GEH  DIGEH
09735948 Preadmit GEH DIGEH
05735903 Preadmit QEH  DIGEH
09735501 Preadmit QEH DIQEH
€ >

At this point, you can either choose the encounter that it needs to be attached to by highlighting
the encounter (if required) and clicking OK OR you can create an encounter by clicking Add
Enc.

st Nome: First Neme: eferred Nome Gerder siten Name: & Age
RADNET TESTINGS Male - 935 Hav 30 Tv [

st § Primary Langusge erpreter Requred: igi Charch:
Married <] [engish

Religier
<] [Unknown

Patient Information  ENCounter Iformation  Comtacts  Insarance Primary  Insurance Secondary  Insusance Testiory  Insurance Summary _ Process lerts

Physicians

oK Cancel

You will now need to confirm the second exam. Click Ok. The encounter selection window will
populate again. Click the encounter number that was on the other confirmed appointment.
(helpful to write this down if you are scheduling more than one exam so you choose the correct
encounter). Click Ok. Both appointments will now show confirmed and/or preadmit.
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At times a patient with multiple exams/requests (all the same modality), may not require extra
time and the scheduler may be advised that they can be done at the same time/duration.

To schedule a patient for more than one request at the same time (example U/S thyroid and U/S
Neck but tech advised can all be done in 1 hour). You can schedule both exams by splitting
them and fitting them into the same time slot/timeframe.

Proceed and follow the steps to schedule multiple appointments. At the point of scheduling, add
a scheduling comment stating advised or approved by tech to book these at the same time.
This is helpful as it gives us information to reflect back on if we need to.

- Fill'in the appointment fields and move the appointment over to the Work in Progress
Window then click Next and repeat the same steps by filling in the appointment fields
again for the second exam and also moving the appointment over to the Work in
Progress Window.

- Now that you have both exams in the work in progress window, look below in your
template and select the start of the appointment time you wish to book.

- ule
MNovember Aot lyps: n =1 £ oiaeH ) - Sched
Su Mo Tu We Th Fr Sa e : _ I QEH Techs 1 - BUS H/F/N)
US Head/Facs/Neck = DI QEH Rooms 1 - S(US H/F/N)|
1 2y 5 s 7 — <5 Patient
8 3 10 1 12 13 o US Head/Face/Neck e
i GEH] Clear
s % 17 18 13 2 2 ) Current Schedule Sxget
2 B oM ® % ¥ B Bloiaen
] RADNET TESTINGS <O DIQEH Techs 1 - 6(US H/F/H Reauest
% DI GEH Rooms 1 - S(US HIFJ)
<5 Patient i
E Tuesday, November 3, 2026 Wednesday, November &, 2026 Fidsy, November 6, 2026 Monday, November 9, 2026 i
QEH US Tech 1 GEH US Tech 2 QEH US Tech 4 QEH US Tech 6
L FEI7 N | ocHCl

=2 0720

[ aerr2 |BEE

Ensure your first exam is highlighted. Click on Schedule. Ensure you have the correct
Resource you want selected as well as the correct appointment time to start with. Change the
duration (minutes) to half of the amount of the actual time slot. (for example, this is a 30
minutes time slot which we are putting 2 x 30 minute appointments into so we are going to
schedule them both as 15 minutes).

Schedule - US Head/Face/Neck ? =
Resource
|QEF1USTechS -

Default slot

| QEH P2 (07:00 - 07:30) w

Time:

o700 |=

Duration

L 21| Hour(s| 15 2 || Minutes L =] Day
[] Distinguish setup and cleanup durations
=

Click Ok.
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Ensure you have the second exam highlighted in your work in progress window. Then in the

appointment time you already scheduled the first exam in, (first exam scheduled for 15 minutes
7 am to 715 am), select the halfway time of that slot (in this case 715 am). Then click Schedule.

Work in progress

2] - DI QEH e
’ -4 DI QEH Techs 1- 6(US H/F/N)
- DI QEH Rooms 1- 5(US H/F/N)
H‘I @ Patient
=-%2 US Head/Face/Neck
= Current Schedule
=-ffl} DI QEH
—;L'CS) DI QEH Techs 1 - 6(US H/F/N)
-5 DI QEH Rooms 1 - 5(US H/F/N)
L < Patient h

Friday, November 6, 2026 Monday, November 3, 2026

Schedule

Confirm

Suggest

Request

Insert

QEH US Tech 6

i, QEHCL

7| US Head/Face/Neck ]
N L .

A 4

| i QEHFP2 | i QEHFP3

Ensure you have the correct Resource you want selected as well as the correct appointment

time to start with. This should default to the time you selected in the template (that halfway point

of the time slot). Change the duration (minutes) to half of the amount of the actual time slot.

(for example, this is a 30 minutes time slot which we are putting 2 x 30 minute appointments into

so we are going to schedule them both as 15 minutes).

Schedule - US Head/Face/Neck

Resource:

|| QEHUS Tech 5

Defautlt slot:

‘ QEH P2 (07:15 - 07:30)

Time:

oms |

| Duration:

L 41| Houn(s] 15 4] Minutes L +1 Day

(] Distinguish setup and cleanup durations

oK

Click Ok.

An override conflict box will pop up. Review the message and click Override.
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. The appointment start time selected is not valid. The appointment start time
, interval is every 30 minutes.

[] Show comments dialog only when required.

Cancel Qvemde Guidelines. ..

You will need to complete an override reason and comment. Select the most appropriate
reason for the booking.

B Appointment Start Time

Ovemde

*Dvemide Reason:

Order Modffication

Comment text

2 x ultrasound exams - tech approved that both can be done in 30 minutes total |

T

Click Ok. This conflict box will populate stating there is already an appointment in that
timeslot. Review the message and click override.

Conflict - US Head/Face/Neck

? X
The following appointments are in conflict with @ booking in progress or an already confimed appointment
Conflict Conflicting Appt.  Created By Appt. Type Location Role Date/Time Booking S...
Person 07:00 - 07:30 Test, RadNet C... US Head/Face... DIQEH

Patient 2026-0ct-07 1.. IN-PROG..

Insert Qvemide Cancel

These are both now showing as pending appointments. Confirm both appointments and
add an encounter (same encounter for both exams) to complete the booking. Now they are
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both showing as scheduled preadmit appointments — both in a 30 minutes appointment
slot.

.

QEH US Tech 5

i, [ @PRADNET. TESTING3

i US Head/Face/Neck
Preadmit

| @®RADNET, TESTING3

i |US Head/Face/Neck
Preadmit

i, QEHP2

1=
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Scheduling An Appt With Additional Time

Click on the appointment start time of where you want to put the appointment. Click on
schedule. Ensure the Resource is correct. Ensure the default slot is the time you did
select.

) 5-H) ZZTEST, TEST2 Schedue
! etabe) P Hpportnerttpe - Move } 5% MG Screenin
Su Mo Tu We Th F Sa 1o 9
creenng ~ ) Curment Schedule
12 3
“hppoiriment ocall [ oiec Toar
4 5§ 6, 7/8 9 10 T Cear <% DIPCH MG Techs 1-2(MG screen)
(RPN RTINS IR T T} ’ <9 DI PCH MG Room(MG screen) Suggest
1819 2 21 2 B A4 | Peonname < Patient
s g3 5 » 3 (e L
v nsert
PCH MG Tech 2 »

TRl
»h i

=] ”

0930 PCH DIAG CL
=]
e [09:45

10:00 PCH DIAG OP-2

AR AP RS AR

Change the duration time to how much time you really require for this appointment. So for
example if the mammo is 15 minutes and they require an additional 15 minutes change the
minutes to 30 minutes. Click Ok.

Schedule - MG Screening ? >

Resource

| PCH MG Tech 1 - |

Default slot
| PCH Screen (09:00 - 09:15) " |

Time:

o002

Duration:

L = Hour(s] E = Minutes L = Day

[C] Distinguish setup and cleanup durations

| oK | Cancel

An over-ride box will pop up. Review the message and click override.
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[ W 7 I e S |

Short Slot xXTr

l Scheduling the MG Screening will require 30 minutes within the PCH Screen slot
N type.

[v] Show comments dialog only when required.

Cancel QOvemide Guidelines...

You will need to provide an over-ride reason and comment. Select the most appropriate
reason and add a comment. Then click OK.

B Short Slot X

Ovemide

*Dvenide Reason:

Order Modfication v

Comment texd

Appointment requires additional time as pertech. |

[ox ] comon

Appointment will show as 30-minute appointment now pending in the time you selected.
Confirm the appointment. Add encounter
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PCH MG Tech 2

08:15 PCH DIAG OP-2

ALY

AR AR TR AR

45

i e

10:00 PCH DIAG OP-2

===}

Sl; L
===}

For Help, press F1
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Scheduling Mammography Specimens

Department Order Entry (DOE) (For Day of Bookings)
- (Yellow/Gold Icon)

Orders placed through DOE must already have an encounter to put the exam under.

When Mammography Clerks are notified that a Specimen will be brought over either from the
O.R. or from the Lab to be imaged, Specimens can be scheduled through the Department Order
Entry since they already have an encounter, we will be linking the exam/appointment to.

In the DOE app, search for the patient by clicking the magnifying glass and entering the MRN.
Click on Search.

Tek Edt View Ower Customice Help
a+e | 4 s
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;\ Person Search

MRN/PHN: MRN/PHN Full Name Birth Date Sex Historical MRN  Deceased
[ ||| 030838122 zZz TEST. PATIENT EIGHT  1977-Jul-08  Male
030833339 | ZZ TEST. PATIENT TWO 1996-Sep-09 | Female
Last Name:
|a|ﬁt. |
First Name
|palien| |
Middle Name:
Sex
Birth Date.
it Elhd Facility  EstArrive Date Disch Date  Reg Date Enc Type Patient Service Attending Physician Nurse Unit
Historical MRN QEH 2026-Jul-17 (5:35 | Day Surgery | Surgery-General Test. CPOE Physician, MD
| | QEH 2026-May-26 13:00 2026 pM5y-26 10:08  AMB/OP Diagnostic Imaging DI QEH
QEH 2026-May-01 11:15 g76-May-01 1050 AMB/OP Diagnostic Imaging DI QEH
Search Reset PCH 2025-Apr-17 17:14 Inpatient ALC - LTC Awaiting Placement  Test. GenlLab CC PCH
.wﬂ QEH 2025-Mar-0509:55  Inpatient General Medicine Test, CPOE Physician, MD Unit4 QEH
< >
OK Cancel Preview Add Person Add Encounter

Highlight the correct encounter for today’s date. (Verify date, facility, Amb/Op Day Surgery

Encounter). Click Ok or double click.

In the orderable box, search for the exam, type in the 2 letters of the modality code (see list

below) and then insert a space and then the first letter of the exam: (i.e.: mg

Orderable: “ ] =N

For example:

“A, Find Orderable

)

Find:

Search

* Orderable:
Orderable Description Department | ™
MG Breast Wire Placement Aborted Left MG Breast Wire Placement Aborted Left MG BreastW
MG Breast Wire Placement Aborted Right MG Breast Wire Placement Aborted Right MG Breast W
MG Mammo Breast Specimen Sections Left MG Mammo Breast Specimen Sections Left MG Mammo
MG Mammo Breast Specimen Sections Right MG Mammo Breast Specimen Sections Right MG Mammo
MG Mammogram Diagnostic Bilat MG Mammogram Diagnostic Bilat MG Mammo
MG Mammogram Diagnostic Bilat Baseline MG Mammogram Diagnostic Bilat Baseline MG Mammo
MG Mammogram Diagnostic Bilat Baseline w/ Implants MG Mammo Diagnostic Bilat Baselinew Imp MG Mammeo
MG Mammeogram Diagnostic Bilat w/ Implants MG Mammo Diagnostic Bilat w/ Implants MG Mammo
MG Mammogram Diagnostic Left MG Mammogram Diagnostic Left MG Mammo
MG Mammeogram Diagnostic Left w/ Implant MG Mammeogram Diagnostic Left w/ Implant MG Mammo
MG Mammeoagram Diagnostic Right MG Mammeoagram Diagnostic Right MG Mammo
MG Mammogram Diagnostic Right w/ Implant MG Mammogram Diagnostic Right w/ Implant MG Mammo
MG Mammogram Routine Screening MG Mammogram Routine Screening MG Mammo
RACE Rl omn o s im m omem. L= N T L PN PN LY R = e T Y L o P LY T3 ¥ AR A
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Select the required order with the correct laterality/side if applicable and click OK.

Required fields window opens.

The fields highlighted in yellow are MANDATORY fields.

Client | Queen Elizabeth Hospital ame: |ZZ TEST, PATIENT TWO

emagraph
Name: 22 TEST. PATIENT TWO N 030833339
PHN: PE 030833339
x Female Age: 0years
O 6reast Specmen Sectons Le]
YIN L
Routine
f Res s Exam erformed out
O

Ensure to fill in the following fields:

N NBR 09735867
Admitted: 2026-Jul-15 15:35
0B 1996-Sep-09

2026-Oct-12 ] O
dering Physician: (Name " Order D
Test, CPOE Physician, MD 2026-0ct-12

jies test freetext, Latex. penicillin

- <2132

Atiending: Test CPOE Physician, MD

Add

Submit

- Reason for exam (actual reason for exam same as mammography’s current process)

- Priority

- Requested Start Date and Time (adjust this if entering for a later time that day)

- Scheduling Location DI (which facility)
- Copies of Results to
- Ordering physician name

- Order Date/Time (should default to today and now)

- Click Add

= Department Order Entry - Order Entry
Tesk Edt View Order Customize Help
B+~ 33 4 | =3 2 e
Ciient. [Gueen Elzabetn Hospial me: [2Z TEST. PATIENT TWO
\ame. ZZ TEST, PATIENT TWO N 030833330 NNBR 00735867
PHN. PE 30833339 o 2026-Jul-1515:35
Female Age: 30yoors 1996 Sep-00
derable:
= T Givert Ssdau Pesra i | Frwecal tarier | Pases e | Caaioa Tves | Presscire | Aesssuion | Subrrssen it Start DateiTime
Order Queen Elizabet. 030833339 09735867 ZZTEST.PA. Radiokoay MG Mamm.. Ordered  Ready 2026-0ct-12 13:00

October 2026
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jies test frestext Latex, penicillin

3 Test CPOE Physician. MD

Urgent 2026-0ct-12

Add
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If entering only one order, click submit. If adding multiple orders, click ADD after each order and
click submit when done. By pressing add, the order is being moved to the “Scratch Pad” below.

The Scratch Pad is a temporary holding area for radiology orders before submitting them to the
work list.

Click submit when ready to place the order. An accession # will be populated.

Exams ordered through the DOE do not need to be Checked In.

Duplicate Checking
- Aduplicate alert will occur if the same exam is ordered more than once within 24

hours. These orders will be hlghllghted in yellow in the Scratch Pad.

ts d be e Order Details
0 d Quee Elizabet. 030833339 09735867 ZZ YEST PA R d Icqy MG M lamm. 0 de ad Dupl cate Ovdev F 2025 Od 12 1300 . Urgent. 2026-Oct-12
Order Queen Elizabet.. 030833339 09735867 ZZTEST.PA.. Radiology MG Mamm... Ordered Duplicate Order F. 2026-Oct-1121:36 Routine, 2026-Oct-1

Click the “view submission error” button in the banner bar at the top. o

The “Review Duplicate Orderable” window opens

*— Review Duplicate Orderables - [m] X
‘ Duplicates The following orderables have been identified as duplicates
Action Source Catalog Type Activity Type Orderable Current Start DYTm Order Details
Warmn Submitted Ord...  Radiology Radiology MG Mammo Br... 2026-Oct-11 21:36 . Urgent, 2026-Oct-12 13:00. , Prince
< >
Select OK to submit, Cancel to resume editing
OK Cancel

If the patient is supposed to receive the same exam more than once within 24 hours, click Ok to
submit the order.

If the order was placed by mistake and the patient is not supposed to receive the same exam
again, click Cancel. Highlight the exam in the scratch pad, then click the Remove Order from
Scratchpad icon in the toolbar.

(Remove Order Icon)
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Scheduling Appointment Book App (For Future Bookings)

{@"}

B Scheduling: Scheduling Appointment Book - 8 X

Task  Edit View Help
HEHRAVCTI KBLI B8 i 0%F 7
NeSPRIBED L P ® iec-5 [ 3 FUFESGRP M T @&

MRN: 888004458 DOB: 1979-0c1-15
ame: RADNET, TESTING4
Age: 46 Years Sex: Female
EEETIE  fonen e
Schedue
« October » | *Ondemng Physician ~
ke TaweTh s | e | =
12 3 - : Net
e s s 7 8 3w Reason for Exam « Hx — Rear
n e w15 16 a7 | [peswembc-ORimags Suggest
B 19 D A 2 B B | ey
% % 7 B B N I Urgert » L
L v nsen
Appointment Attributes ? x
=- W3 RADNET, TESTING4 Details Orders Resourcelist Guidelines Appointment Eligibility
#-<% MG Interventional
RADNET. TESTING4 *Reason for Bxam + Hx
[POST WIRE LOC IMAGES I=
MG Mammo Breast Specimen Sections Left X
Malignancy [Y/N 7] Baborate ...:
*Priority
= g
*Reguested Start Date and Time:
[2026.0ct12 IS ELE 1=
Copies of Result to
f N
&0
Optional Search Existing Orders Privileges AOS  Required
MG Breast Specimen/ blocks / Lab / Left ~
MG Breast Specimen/ blocks / Lab / Right Transpod Mode
MG Breast Wire Loc Placement Bilat | v
MG Breast Wire Loc Placement Left
MG Breast Wire Loc Placement Right Exam to be performed outside Health PEI?:
MG Breast Wire Placement Aborted Eilat | ~|
MG Breast Wire Placement Aborted Left
MG Breast Wire Placement Aborted Right
MG Mammo Breast Specimen Sections Left
MG Mammo Breast Specimen Sections Right
MG Radiological Breast Specimen Left
MG Radiological Breast Specimen Right
MG Stereo/Core Biopsy Abort Lt. No Mammo
MG Stereo/Core Biopsy Abort Lt. w/ Mammo gt

T
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Work in progress:

=-#% RADNET, TESTING4 Schedule
--<% MG Diagnostic

E-- Current Schedule S
=[] DI PCH Recur
-5 DI PCH MG Techs1-2(MG diag)
-5 DI PCH Room(MG diag) Suggest
-5 Patient
Request
Insert
=

B
z

i, RADNET, TESTING4 E
A

ARRREES SREANY
&
=
g
3
a
3]

Click Confirm.

Select Pre-Admit Day Surgery Encounter. Click OK.

Do not use a DI encounter.
If the Lab sends over a specimen — there should be a barcode on it with the encounter #.

If it pops up that they patient is discharged — Click Yes to continue. Only Supervisors can use
this. If there is no Supervisors on site, contact Radnet Help Email if not urgent or you can call
Service Center and ask for them to page the Clinic
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Booking an Appointment from the Request List:

i T

ot ]
C BTN RN U = N O B
fSsOFHIEEDBL P ®

Task Edit View Help
2 = 2 @& F

= Back

S a8 8 & 4 9% 7S

= | Request List Inquiry |

Books Appointment

1 July 3
Su Mo Tu We Th Fr 5a

28 29 30 1 2 3 4

Bookshelf

Click on the Request List Inquiry

Following Message will Appear.

The top drop-down box should read “New Request List”

The second drop-down box is for the Future Book of the Modality you are searching for. (i.e. —
QEH XR Future Book). Then click Find

The request list for QEH XR will populate on the screen. Sort by clicking into title of the column
(i.e. — Booking form rec’d on, or Priority).
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Highlight the patient to schedule and Right Click

Request List

nquiy

[New Request Lis

Request List Queues:

[@EH R Furure Book

Person Name RN D08 Ordering Fhysician Promy  Orders
883001029 | 02-SEP-1957 | Unkpown Phvsician Phvsicin | Urgent | XR Sinuses Paranasal
RADNET.PATIENTONE 282001023 02SEP1957 Unl  Confirm XRTM s
RADNET.PATIENTONE 888001029 02SEP-1957 Unl (oo XA Zygoma Bisteral
RADNET,PATIENTONE 888001029 02SEP-1957 Uni XR Zygoma Left
RADNET, PATIENTONE 888001028 02SEP-1957 Ul Modify: XR Ankie Biatersl
RADNET,PATIENTONE 888001023 02SEP1957 Unl  Reschedule XR Foreign Body Loc Eye
RADNET,PATIENTONE 888001023 02SEP1957 Unl  yig R Neck Soft Tissue
RADNET,PATIENTONE 888001023 02SEP-1957 Uni XA Ombits
RADNET, PATIENTONE 888001023 02-SEP-1957 Uni Cancel... XR Chest Decubitus Fight
RADNET, PATIENTONE 888001028 (2-SEP-1957 Unl Ne Show.. XR Clavicle Right
RADNET, PATIENTONE 888001023 02-SEP-1957 Uni XR Chest 2 Views
RADNET, PATIENTONE 888001023 02.SEP-1957 Uni Checkin.. XR Chest 2 Views Portable in Nursery
RADNET PATIENTONE 888001029 02-SEP-1957  Unl Check Out... XR Skeletal Metabolic Survey
RADNET.PATIENTONE 888001029 02SEP-1957 Unl  Patient Seen ¥R Skl for Trauma
RADNET,PATIENTONE 688001029 O2SEP1957 Unl oo o0 XR Zygoma Right
RADNET,PATIENTONE 888001023 (02:SEP-1957 Uni XR Arkle Left
RADNET, PATIENTONE 888001029 02SEP1957 Unl  Groupinfo.. XR Arile Fight
RADNET,PATIENTONE 888001023 02SEP-1957 Tex XR Stemoclavicular Jointls)
RADNET,PATIENTONE 888001029 02SEP1957 Unl  Verify.. ¥R Mandble
RADNET,PATIENTONE 888001029 02SEP1957 Unl  Med Nec Check.. XR Chest Decubius Left
RADNET. PATIENTONE 888001023 02SEP-1957 Unl R Chest 2 Views Insurance Purpose Orly
RADNET.PATIENTONE 888001023 02SEP-1957 Unl  lock. XR Chest Decubius Biateral
RADNET.PATIENTONE 388001023 02SEP-1957 Unl  Unlock.. %R Abdomen 1 View
RADNET. PATIENTONE 883001028 O2SEP-1957 Unl o0 XR Abdominal Series fncludes PA Chest)
ew Appointment

RADNET.PATIENTONE 888001023 02SEP-1957 Un ¥R Chest + Abdomen Pediatrc 3 Views
RADNET.PATIENTONE 888001023 02SEP-1957 Uni| Complete Requestn. KR Chest 1 View
RADNET. PATIENTONE 633001029 D2SEP-1957 Tet oo ¥R Chest 1 View Pottable

odify Request...
RADNET. PATIENT NINE 838001037  17JUN-2000
RADNET.PATIENTONE 833001029 02SEP-1957 Unl  MoveRequest. ¥R Caleansous 2 Views Biateral
RADNET.PATIENTONE 833001029 02SEP1957 Unl  Cancel Request.. ¥R Caleaneous 2 Views Left
RADNET.PATIENTONE 830001029 02SEP-1957 Ul piiore pegu ¥R Caleaneous 2 Views Right
RADNET.PATIENTONE 888001029 02SEP-1957 Uni XR Calcaneous Lat. / Plartar Spur Biat
RADNET,PATIENTONE 888001023 02SEP-1957 Unl  Schedule XR Caleaneous 2 Views Left
RADNET,PATIENTONE 888001029 02SEP-1957 Uni XR Femur Biatera
RADNET,PATIENTONE 888001023 02SEP-1957 Unl  nAuily ¥ XA Skul Routine
RADNET,PATIENTONE 888001023 02SEP-1957 Unl  Notifications. XR Teeth Pan Full Moth
RADNET, PATIENTONE 888001023 02SEP-1957 Uni R Foreign Body - AP/PA CXR + AP Abdomen
RADNET, PATIENTONE 888001023 02-SEP-1957 Unl Superbill.. XR Stemum
RADNET, PATIENTONE 888001029 02SEP-IS57 Unl o , XA Facial Bones
RADNET,PATIENTONE 888001023 02.SEP-1957 Uni XR Chest Insp/Exp
RADNET,PATIENTONE 888001023 02SEP-1957 Unl  Link. 3 | XRCavicke Biateral
RADNET, PATIENT FIFTEEN 888001042 25AUG-1ST7 Tet ). KR Chest 2 Views
RADNET. PATIENTONE 888001023 (02:SEP-1957 Uni . : XR Chest 2 Views w/ Apical Lordotic
RADNET. PATIENT ONE 888001023 02:SEP-1957 _Unknown Physician, Physician, Routine  XR Skeletal Survey:

2026-MAY-31
2026-MAY-31
2026-MAY-31
2026-MAY-31
2026 MAY-29
2026-MAY-29
2026 MAY-29
2026-MAY-28
2026-MAY-28
2026-MAY-27
2026-MAY-27
2026-MAY-25

BB BBREE R EE5 2 BEBRRBREEREEE8BY

Click on Complete Request or Schedule.

October 2026

Appointment Attributes

- 03 RADNET, PATIENT ONE

Details  Orders

Resource List

Guidelines

Appointment  Eligibility

*Reason for Bxam + Hx:

*Ordering Physician

‘Unknnwﬂ Physician, Physician,

=Priority

‘ Urgent

Intemreter?:

Deleted Detail =

Scheduling Commerts:

Cancel
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Appointment Attributes window opens, complete mandatory fields. Click OK

Appointment Attributes

=03 RADNET, PATIENT ONE Details.

: Orders  Resourcelist  Guidelines  Appointment
(55 XR Head/Neck

Eligibility

RADNET, PATIENT ONE

*Reason for Bxam + Hx

Jiest

XR Sinuses Paranasal

Malignancy [Y/N 7] Haborate

*Priority

‘ Urgent

*Requested Start Date and Time:

‘zuzs May-31

S L] |

*Seheduling Location DI:

Optional  Search Existing Orders  Privieges AOS  Required

‘Queen Elizabeth Hospital

Portable?

XR Facial Bones

XR Foreign Body Lo Eye
XR Mandible

XA Mandible = Pancramic
XR Neck Soft Tissue

XA Obits

XR Sinuses Paranasal
XR Swul for Trauma

XR Skul Routine

XR Teeth Pan Full Mouth
XRTM &s

XR Zvooma Bilsteral

Clinical Concem./Special Instructions

Sl

Copies of Resut to

Pregnant?:

“J 1

OK Cancel

Scheduling Appointment Book appears. At this point there are 2 options; schedule it into a slot
by clicking into it then click on Schedule or by selecting suggest and finding an appointment
that way. A small window pops open to show you the time and resource you are scheduling

into. Click OK

Age: B8 Years Sex: Male

Work in progress:

=-#% RADNET, PATIENT ONE

e * =% XR Head/Neck (Sunday, 2026-May-31)
Lt = - Current Schedule
£-[f DI CEH
L [~ @ DI QEH ROOM XR 1,XR 2 XR ACC,XR ER (XR HEAD/NECK)

- Patient

Schedule

Cartfim
Recur
Suggest

Request

Insert

QEH XR 1 [1]

QEHXR2[0"

QEH XR OP3/0OR/WALK |

|QEH XR IPIOP2

QEH XR OP3/OR/WALK |

[QEH XR IPIOP2

QEH XR OP1 |

(RADNET,PATIENTONE ]

|QEH XR IPIOP2

[QEH XR IPIOP2

QEH XR OP3/OR/WALK |

|QEH XR IPIOP2

October 2026
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The appointment shows up in pending state in the schedule at the time and resource you
originally clicked into.

QEH XR 1 [1] |
|QEH XR OP3/OR/WALK |
|QEH
|QEH XR OP3/ORWALK |
|QEH
|QEH XR OP1 |
|QEH
(RADNET, PATENTONE |
| RADMET, PATIENT ONE ‘ ‘QEH
QEH XR OP3/ & sinuves paranss |
Ary |QEH
QEH XR OP3/URIVVALK |
|QEH
|QEH XR OP3/ORWALK |
[

Click on Confirm

The confirmation window appears. Double check the information is correct. Give prep patient
instructions if required.

MRAN: 888001029 DOB: 1957-5ep-02

Name: RADNET, PATIENT ONE

Age: b8 Years Sex: Male

=-#% RADMET, PATIENT ONE| Summary General ResourceView Guidelines Motification Conversation Summaries  ltineraries  Locks  Eligibility Booking Motes

% XR Head/Neck 1
=l o %:me RADNET, PATIENT ONE Med Rec Nbr: 888001029 t

: Allergies:
i..[¥] RADNET, PA] Allergies Not Recorded

2026-Jul-06 - 08:50 5 Minutes ¥R Head/Neck DI QEH QEH XR 1

Orders:
XR Sinuses Paranasal

Options Prirt... Print ABN...

oK Cancel

~
v
=
!
[ [ ol I

Click OK
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Encounter Selection box defaults and click on add encounter

A
Encounter Selection 7 x !
FIN NER  Enc Type Disch Date Admit Type Facility  MNurse Unit Encounter Pranl Provider Name ~
AMB/OP | |Bective [QEH |DIGEH | Ordering Physician | Test. CPOE Physicli
09735711 AMB/CP Elective QEH DIQEH I
05735706 AMBAOP 2026-May-27 - 1318 Blective QEH DI QEH Attending Physician  Unknown Physicia
09735688 AMB/CP Elective QEH DIQEH
09735665 AMB/OP Elective QEH DIQEH
09735664 AME/CP Elective QEH DIQEH
09735583 AME/CP Elective QEH DIQEH Ordering Physician ~ SECURECERNER
09735582 AMB/CP Elective QEH DIQEH
09735547 Recuming Follow-Up  2025-Dec-19-23:59 Elective QEH  CTC Oncology QEH
05735547 Recuring Initial Elective QEH  CTCOncology QEH Ordering Physician ~ Test, Room 2 CPO
\\ 09735764 Preadmit QEH DIQEH
Wﬂdmﬂ QEH  DIQEH W
< >
Mody \d Enc Cancel

The pre-admit conversation window pops up. In the drop-down menu, choose Pre-Admit,
click OK.

& Available Conversations >

FPlease selectthe conversation you would like to use:

| v

Clinic - Register Patient
Peds Clinic - Pre Admit
Pre Admit

Register Patient

rneEpT™ny6 i
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The Pre-Admit window opens. Click on Encounter Information Tab, fill is mandatory fields,
Medical Service — Diagnostic Imaging. Click OK

T Pre Admit — O
M &
*Last Name: *First Name: Middle Name: Preferred Name: *Gender:
[RaDNET | [paTiEnT ONE | || | [mate v
Maiden Narme: *Date of Birth: Age: MRN: Disease Alert:
\ | as7sep02 BMBED | [eseooroz0
PEIHI Eligibility End Date: Marital Status: Primary Language: Interpreter Required: Religion:
e [single | [Engtish «] | | [unknown v
Church:
Patient Information Encounter Informatien  Contacts Insurance Primary  Insurance Secondary  Insurance Tertiary  Insurance Summary
~
| Current Encounter Information
Patient Type: “Medical Service: *Chief Complaint: Dispaly in Directory?: Health Plan Visit End Effective Date:
Preadmit [ | [resT | | [
| Location
Building: *Nurse\Ambulatory: Disease Alert:
QEH [praen -
| Physicians
Attending Physician: Family Phys /or NP: Referring Physician:
|[2] [ unknown Physician, Physician, | |3 | Q)
|—Account Data
*Pre-Req Date: *Pre-Rea Time: Pre-Rea Personnel ID: *Estimated Arrive Date: *Estimated Arrive Time: o
oK Cancel
Ready [iLcook [M129 [ 2026-ul-06 [11:39
— Hule
NE|  Summary General ResourceView Guidelines Notification © Locks  Eligibility Booking Notes
1 rog
RADNET. PATIENT ONE Med Rec Nbr: 888001029 t
Allergies:
Fal Allergies Not Recorded Pre Admit =
2026-Jul-06 - 08:50 5 Minutes X1
. The following Queen Elizabeth Hospital aliases have been assigned for RADMET,
Orders: 3
XR Sinuses Paranasal PATIENT ONE:
FIN NBR: 09735818 x
Visit Id: 09985886
Options Print Print ABN
=
oK Cancel
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Appointment Reschedule

There are multiple methods for rescheduling appointments. The most commonly used are to
perform the action from an Inquiry, right-clicking on the appointment within the grid area or
using the Reschedule icon on your toolbar.

To reschedule an appointment through an Inquiry, first open the appropriate Inquiry. Search by
the patient’'s name (MRN) using the Person Inquiry, search for the appointment by the
Resource name using the Resource Inquiry, or search by the appointment’s scheduled location
using the Location Inquiry.

Select the Inquiry type of your choice, fill out the appropriate search criteria and press the FIND
button.

Highlight the appointment to reschedule then right click and choose Reschedule.

[& schedule Inquiry - Person Schedule Inquiry - Standard
| Task Edit View Help
URETDET KA 6% B EE0 oNAEBES o K

Name: ZZ TEST, PATIENT SIX

Person Resource Location Eligibility Requ P | | BEGDATE DURATION STATE  APPTTYPE REQDOCTOR RESQURCE
2026-Jul-15-14:30 30 Confirmed US Body QEHUS Tech2
Inquiry: 2026 451430130 | Confimed [US |

|Pevson Schedule Inquiry - Standard v| Confirmm..
Contact...

Person Modify..

|ZZTEST‘ PATIENT SIX ‘ Reschedule
Hold...

Start date: Starttime: Cancel

2026-Ju-15 “ |~ 0000 = No Show.

End date: Endtime Check In...

el JE -
Patient Seen...
Batch Reschedule
Group Info.
Verify...
Med Nec Check...
Lock.
Unlock

Add New Appointment

Request >
Inquiry >
Notifications.

Superb:

Person >
Link... >
Unlink...
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The Existing Encounter warning may be displayed if the appointment currently has an active
encounter associated. Press the YES button to retain the encounter association. (Unless you
are rescheduling because you already scheduled the appointment and did not add a new
encounter in which case you will reschedule and Click NO then you can reschedule the
appointment and when you go to confirm you can add a new encounter.)

Existing Encounter >

. The US Body is currently associated to an active encounter. Would you like to
! . retain this association?

Show comments dialog only when required. ]

MNo Yes Guidelines... =

T E———_

The appointment information will now display within the WIP.

Work in progress:

=¥ ZZ TEST, PATIENT SIX Schedule
&% US Body
-- Reschedule Confirm
Ié! Current Schedule -
=+E DI QEH

Y DI QEH Techs 1 - 6(US Body) et

% DI QEH Rooms 1 - 5(US Body)
- % Patient Request

Insert

.
-

QEH US Tech 3 [0] QEH US Tech "
Reschedule ? X
Administrative Error :
Anaesthetistill

Anesthestist Request

Appt Reminder - Patient Canceled
Appt Reminder - Pt Request Reschedule
Auto Cancelled

Auto Discharge

Auto Modified

Batch Displacement

C/Section Added

Change Order

coviD 19

Decreased Anesthesiology

|| Documentation not Required
Early CheckIn

Emergency Case

Equipment not available

Incorrect Encounter

Insufficient Staff (lack of Staff
Leave of Absence

Medical Status Changed

Modify Request

IZ/No Bed Available

No Show

OR - Anesthetist ll

OR - Emergency Bump

OR - Equipment not Available

OR - Medical Status Changed

OR - No Anesthesia

OR - No Bed Available v
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From that point, find a new appointment time available using one of the methods previously
described. Press the Confirm button. The Confirmation window will display. Press the OK
button.

The Reason for Reschedule window will display. Select a reason from the dropdown and press
the OK button.

The appointment will now appear in a Confirmed status in the new appointment time.

Appointments can be rescheduled directly within the grid area. To accomplish this, Right-
CLICK, go to Actions, then Reschedule.

Actions > Confirm... i
Add Mew Appointment Contact.. ;EI
Book Request Modiy.. =n
Confirm Request EsEaliE
Remove Request Hold... ]
Recur Appointment Cancel.. 5
No Show...
Navigation > =
i Check In.. u
Inquiry > Check Out.. B
o Report ’ Patient Seen...

L TEST, PATIENT SIX Applications > Batch Reschedule...
030838114 Person > Request >
US Chest Slots ? Verify..

Resources >

Confirmed
E DI QEH Book Settings

Med Nec Check...
Lock...

US Body Unlock...
QEH ER Shuffle..

Swap Resources...
Reorder ...

Group Session >

Link... >

Unlink..

I|
loEH BR

The same steps as the inquiry method will be followed from this point.

@3
Another method for Rescheduling appointments is to use the Reschedule icon. =

Again, highlight the appointment you want to reschedule, and then click the Reschedule icon at
the top of the screen.

The appointment will follow the same process as in the previous methods of appointment
reschedule.
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Rescheduling Multiple Appointments

There are multiple methods for rescheduling appointments. The most commonly used are to
perform the action from an Inquiry, right-clicking on the appointment within the grid area or
using the Reschedule icon on your toolbar.

To reschedule an appointment through an Inquiry, first open the appropriate Inquiry. Search by
the patient’'s name (MRN) using the Person Inquiry, search for the appointment by the
Resource name using the Resource Inquiry, or search by the appointment’s scheduled location
using the Location Inquiry.

Select the Inquiry type of your choice, fill out the appropriate search criteria and press the FIND
button.

Highlight the appointments to reschedule then right click and choose Reschedule.

R Schedule Inquiry - Person - Confirmed Only
i Task Edit View Help

IMBEROCEHA KA $9 88 Eg0 cEaEEE#

MRN: 888004457 DOB: 1970-Sep-12
ame: RADNET, TESTING3
Age: 56 Years Sex: Female
Person Resource Location Eligibility Rec | M| | APPT DATE DURATION STATE  APPTTYPE LOCATION SURGEON RESOURCE  REASON FOR VISIT
22%6Nov03-0700(30 | Confimed [ US Head/Face/Neck [DIQEH | [QEHUS Tech 5 _

Inquiry 2026 Nov-03-07:15[30 [ Confimed | US Head/Face/Ned
[ Person - Corfimed Orly ]

Contact...
Person. .

Modify...
[RADNET, TESTING3 \ odity

Reschedule
Start date Start time Hold...
20250ct12|[ 2] [+ [0000 /% Cancel
End date End time No Show...
2027dan12| 2 [+ 2385 |2 Check In

Check Out...
Patient Seen

The Existing Encounter warning may be displayed if the appointment currently has an active
encounter associated. Press the YES button to retain the encounter association. This may pop
up for each exam you are wanting to reschedule. Just click YES both times. (Unless you are
rescheduling because you already scheduled the appointment and did not add a new
encounter in which case you will reschedule and Click NO then you can reschedule the
appointment and when you go to confirm you can add a new encounter.)

Existing Encounter b4

" The US Body is currently associated to an active encounter. Would you like to
! \ retain this association?

Show comments dialog only when required. N

Mo Yes Guidelines... =

T .
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The appointment information will now display within the WIP.

Both exams you are wanting to
p reschedule.

Work in progress:

---#% RADNMET, TESTING3

—-%5%2 US Head/Face/Neck
+-- Reschedule

= Current Schedule
-} DI QEH

%% | QEH Tezns 1 - 6(US H/F/N)

-2 US Head/Face/Neck

From that point, find a new appointment time available using one of the methods
previously described. Press the Confirm button for each appointment. The Confirmation
window will display. Press the OK button.

The Reason for Reschedule window will display. Select a reason from the dropdown and press
the OK button.

Reschedule ? X
Reason

Administrative Error ~
Anaesthetist il

Anesthestist Request

Appt Reminder - Patient Canceled
Appt Reminder - Pt Request Reschedule
Auto Cancelled

Auto Discharge

Auto Modified

Batch Displacement

C/Section Added

Change Order

COMID 19

Decreased Anesthesiology
Documentation not Required
Early Check In

Emergency Case

Equipment not available

Incorrect Encounter

Insuficient Staff (lack of Staff
Leave of Absence

Medical Status Changed

Modify Request

I=|No Bed Available

No Show

OR- Anesthetistill
OR-Emergency Bump

OR - Equipment not Available

OR - Mediical Status Changed
OR-No Anesthesia

OR-No Bed Available v

The appointment will now appear in a Confirmed status in the new appointment time.
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GPRADNET. TESTING3
i S Head/Face/Neck
Preadmit
DI QEH
see req
Confimed
i, | ¥RADNET, TESTING3
i UUS Head/Face/Neck
Preadmit
DI QEH

see req
Confirmed

Appointments can also be rescheduled directly within the grid area. To accomplish this,
Right Click, go to Actions, then Reschedule.

Actions > Confirm... g
!
Add New Appointment Cont-act... IE}
Book Reguest Modify.. B
Confirm Request el izl
Remove Reguest Hold... |
Recur Appointment Cancel.. |
No Show...
Navigation > =
. Check In... U
> =1
Inquiry Check Out..
>
3 Repart Patient Seen...
ZZ TEST, PATIENT SIX Applications > Batch Reschedule...
030838114 Person > Request >
US Chest Slots ’ Verify..
) >
Confirmed Resources Med Nec Check...
DI QEH Book Settings Lock..
Unlock...
QEH ER Shuffle...
Swap Resources...
Reorder ...
Group Session >
Link.. >
Unlink...
/1
‘OFH RR

The same steps as the inquiry method will be followed from this point.

Another method for Rescheduling appointments is to use the Reschedule icon. %

Again, highlight the appointment you want to reschedule, and then click the Reschedule icon at
the top of the screen.

The appointment will follow the same process as in the previous methods of appointment
reschedule.
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Appointment Shuffle

The shuffling feature is used to move around appointments on the same day, without having to
go through all the rescheduling steps. For example, if appointments are scheduled for a
particular examination room, and that room is no longer available, display the Appointment
Shuffle dialog box and drag the appointments from the unavailable resource to available
resource.

&
Select the Shuffle option in the Appointment Book & to open the Appointment Shuffle Criteria
dialog box. Also, highlight an appointment within the grid area, right click, choose Actions and
Shuffle from the menu. (Proportional Single Days in book settings.)

The Appointment Shuffle Criteria window will display. Press the OK button.

The Appointment Shuffle window will display.

Appointment Shuffle - [Wednesday, July 15, 2026, 07:00 - 17:00] ?

| QEH US Tech 1 [0] QEH US Tech 2 [1]

14:05
14:10|
14:15|
14:20
14:25
14:30|
14:35)
14:40
14:45)
14:50|
14:55
15:00|
15:05]
15:10
15:15)

Qe

5

~
v

Shuffling conflicts

Conflict FirstResource Appointment

< >

Eind Overide oK | ‘ Cancel
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Appointrment Shuffle Criteria

Resources:

|QEH US Tech 1;QEH US Tech 2:QEH US Tech 3;QEH US Tech4:QEH US Tech 5;QE»| D

Date:

|2026—Ju|—15 |% B

Begin time: End time:

|{}?{}0 |% |1?ou |=1

[JRetain Times

-

To move appointments to a different time or Resource, highlight the appointment to shuffle.
Shuffling appointments from the primary resource to which they are scheduled. It is also

important to note that appointments can only be shuffled to a new slot or resource on the same
day the original appointment was scheduled.
Left click and drag to the appropriate time and Resource. A blue bar is displayed before the left

mouse click is released.

Appointment Shuffle - [Wednesday, July 15, 2026, 07:00 - 17:00]

EH US Tech 1[0]

QEHR2

13:20|
13:25|
13:30)|

13:35|
13:40|

13:45|
13:50|
13:55|

14:05|

10
as1s
420
hazs
430

14:35|
14:40
14:45|

14:50|
<

)

G e

QEH BR

QEH OB

Shuffing conflicts

Conflict FirstResource

<

Appointment

v

Cancel

October 2026
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Release the mouse click and the appointment will now display in the new time timeframe in a

Pending status.

e

[ [ A

12:55||QEH 1ST TRI

[{) Appointment Shuffle - [Wednesday, July 15, 2026, 07:00 - 17:00]
() Appe y. July

QEH US Tech 1 [0]

QEH US Tech 2 [2]

Shuffing conflicts

Conflict

First Resource

Appointment

| Check

Eind

| [

I

Press the OK button. The Reason for Shuffle window will display. Select a reason from the
dropdown and press the OK button.

Shuffle

Reason:

Comments:

| OK

Cancel

The Shuffle window will close, and the appointment will now appear in a Confirmed status in the
new timeframe/Resource.
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Recurring Appointments

Recurring appointment functionality is designed to help in situations where an appointment
needs to be scheduled multiple times over a specified time. This type of appointment is most
used in the Rehab area where a patient needs to come for therapy multiple times.

Scheduling a Recurring Appointment

Open the Scheduling Appointment Book application, click the Appointment tab, and fill out the
accept formats fields the same as in previous examples. Press the MOVE button to move the
information to the WIP. Remember to Uncheck the resources in the” Attributes Window” go to

resource tab after choosing the orders.

Click the % button. The Recurring Frequencies window will display. Within the
Recurrence pattern area, there are many different options to choose from when selecting
the frequency of the appointment. Every other week can be chosen (i.e. every Monday
and Wednesday) etc. There is also an option to select which day of the week the patient
should be scheduled.

In the Range of Recurrence area, select the date for the appointments to begin and how many
instances the appointment needs to be scheduled.

The Allow Multiple Recurring Frequencies option allows the scheduler to select different types
of frequencies for different days of the week. For example, the scheduler can choose to
schedule the appointment for every Monday but only want to schedule the appointment for every
other Wednesday.

¥R Chest/Abdomen - Recurring Frequencies ? X

Time Pattern

[CJEvery 0000 Instances:

Endtime 2355

4
4 r 4 r

Recurrence Pattern

() Daily Every week(s)

® Weekly []sunday [] Monday [] Tuesday [“IWednesday
(O Monthly Thursday Friday []saturday
(O Yeary All days Weekdays

Range Of Recurrence

Start date: 2026-Jul-16 S v @Endafler |2 = instances

(OEnddate:  2026-Jul-18 -

DAIIOW multiple recurring frequencies

oK Cancel
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Make the selection(s), press the OK button.
The information for all instances of the recurring appointment will be displayed in the WIP.

MRN: 030838155 DOB: 1966-Feb-04
Name: ZZTEST, PATIENT HEATHER
Age: 60 Years Sex: Female
“ 2026 > Books  Appointment Workin progress:
“ July » Appoiniment = =108 ZZTEST, PATIENT HEATHER Schedule
Su Mo Tu We Th Fr Sa fppemmentyps Move  » =% Recurring sequence
Nex (% XR Chest/Abdomen (Monday, 2026-Jul-20) &zl
12z 31 4 [
sAppointment location - Current Schedule e
5 6 7 8 8 10 11 =& D1 QEH
[EEEE <] Clear d . S
12 13 14 1§ 1718 ® DI QEH ROOM.XR 1,XR 2, XR ACC,(XR CHEST/ABDOMEN) Suggest
13 21 22 23 24 7% Person name: ANR <% Patient
o6 27 28 28 W 3 <% XR Chest/Abdomen (Tuesday, 2026-Jul-21) Fmpesi
i <% XR Chest/Abdomen (Wednesday, 2026-Jul-22)
_ _ Insert

Suggested Scheduling is the best method for finding available appointment times for multiple
appointments at once. Press the Suggest button.

All appointments will display in the top portion of the Suggested Schedules window. Press the
Suggest button.

Available appointment options will display on the right portion of the screen. Notice that the
response included available appointment times for all appointments within the recurring series.

Suggested Schedules ? x
Patient AppointmentLocation Appointment Type  Primary Order Scheduled DatefTime Patient Duration
E %, ® ZZTEST PATIENT HEATHER DIQEH XR Chest/Abdomen XR Chest2 Views

€ ZZTEST.PATIENT HEATHER DIQEH XR Chest/Abdomen XR Chest2 Views 2026-Jul-20-08:00 5 Minutes

® ZZTEST, PATIENT HEATHER DIQEH XR Chest/Abdomen XR Chest2 Views 2026-Jul-21-08:00 5 Minutes

€ ZZTEST.PATIENT HEATHER DIQEH XR Chest/Abdomen XR Chest2 Views 2026-Jul-22-08:00 5 Minutes

Suggest Criteria Preferences PatDur  PatDate/Time Person =

. LR 5 Minutes | 2026-Juk20- 0800 | ZZTEST. PATIENT HEA
Rppeimment Date 5 Minus
Recurrence frequency Start date End date Recurrence Pattern Number of instani I 2026-Jul-22 -

Weekly 2026-Jul.. Every week on M. 3 2l %, 5Minutes 2026-Jul-20-08:05 ZZTEST, PATIENT HEA
5Minutes 2026-Jul-21-08:05 ZZTEST, PATIENT HEA
5Minutes 2026-Jul-22-08:05 ZZTEST, PATIENT HEA

=l %, SMinutes 2026-Jul-20-08:10 ZZTEST,PATIENT HEA
5Minutes 2026-Jul-21-08:10 ZZTEST, PATIENT HEA
5Minutes 2026-Jul-22-08:10 ZZTEST, PATIENT HEA

1%, SMinutes 2026-Jul-20-08:15 ZZTEST, PATIENT HEA
5Minutes 2026-Jul-21-08:15 ZZTEST, PATIENT HEA

Appeintment Time 5Minutes  2026-Juk-22-08:15 ZZTEST. PATIENT HEA

@ Time range: 0800 | - |2355 - =l %, 5Minutes 2026-Jul-20-08:20 ZZTEST. PATIENT HEA

- = 5Minutes 2026-Jul-21-08:20 ZZTEST, PATIENT HEA

Time restrictions nly 5Minutes  2026-Jul-22-08:20 ZZTEST, PATIENT HEA
(@) AM Only

£l %, 5Minutes 2026-Jul-20-08:25 ZZTEST, PATIENT HEA
5Minutes  2026-Jul-21-08:25 ZZTEST, PATIENT HEA

Schedule as visitwithin 2| | dayis) 5Minutes  2026-Jul-22-08:25 ZZTEST, PATIENT HEA
2l %, 5Minutes 2026-Jul-20-08:30 ZZTEST, PATIENT HEA
Override suggested date and time 5Minutes 2026-Jul-21-0330 ZZTEST, PATIENT HEA
5 Minutes 2026-Jul-22-08:30 ZZTEST, PATIENT HEA
Schedule multiple persons to mixed Group Sessions El %, 5Minutes 2026-Jul-20-08:35 ZZTEST. PATIENT HEA
5Minutes 2026-Jul-21-08:35 ZZTEST, PATIENT HEA «
Clear Suggest
< >
Next Next Day Clear Select oK Cancel

Highlight one of the options and press the SELECT button. Ared check mark will be displayed
next to the select appointment times.
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The system will typically return an option which has all appointments within the recurring series
occurring at the same time of day for each of the appointment dates. In the example above,
the suggestion was 8:00 am. There is an option to search for an alternative time for one or
multiple components within the recurring series.

In the upper section of the Suggested Schedules window, select one component of the
recurring series.

Bf} Z7TEST, PATIENT HEATHER Schedule
EI‘& Recurring sequence
=€ XR Chest/Abdomen (Monday, 2026-Jul-20) Confirm
=% Current Schedule
: Recur
= DI QEH

--Q DI QEH ROOM XR 1.XR 2,XR ACC,(XR CHEST/ABDOMEM)
--Q Patient

+-® XR Chest/Abdomen (Tuesday, 2026-Jul-21) Request
+-® XR Chest/Abdomen (Wednesday, 2026-Jul-22)

Suggest

Press the SUGGEST button again. This time the system will return appointment suggestions
only for the highlighted appointment. Highlight a different time option and press the SELECT
button.

Suggested Schedules ? b
Patient Appointment Location  Appointment Type  Primary Order Scheduled Date/Time Patient Duration
=l %, ® Z7TEST PATIENT HEATHER DIQEH #R Chest/Abdomen XR Chest2 Views
® ZZTEST, PATIENT HEATHER (DIQEH) ¥R Chest/Abdomen XR Chest2Views 2026-Jul-20-08:00 5 Minutes
L[ ZZTEST. PATIENT HEATHER | (DI QEH) XR ChestjAbdomen | XR Chest 2 Views | 2026-Jul-21-09:30
€ ZZTEST. PATIENT HEATHER (DIQEH) *R Chest/Abdomen XR Chest2Views 2026-Jul-22-08:00 5 Minutes
Suggest Criteria Preferences PatDur Pat Date/Time Person ApptDate/Ti

El %, 5Minutes 2026-Jul-21-08:00 ZZTEST, PATIENT HEATHER 2026-Jul-21-
=l %, 5Minutes 2026-Jul-21-08:05 ZZTEST. PATIENT HEATHER 2026-Jul-21-
Recurrence frequency Start date End date Recurrence Pattern Number of instan: =1 %, 5Minutes 2026-Jul-21-08:10 ZZTEST. PATIENT HEATHER 2026-Jul-21-
Weekly 2026-Jul... Every week on M. 3 =l %, 5Minutes 2026-Jul21-08:15 ZZTEST, PATIENT HEATHER 2026-Jul-21-
=l %, 5Minutes 2026-Jul-21-08:20 ZZTEST. PATIENT HEATHER 2026-Jul-21-
El %, 5Minutes 2026-Jul-21-08:25 ZZTEST, PATIENT HEATHER 2026-Jul-21-
El %, 5Minutes 2026-Jul-21-08:30 ZZTEST. PATIENT HEATHER 2026-Jul-21-
3 > =1 %, 5Minutes 2026-Jul-21-08:35 ZZTEST. PATIENT HEATHER 2026-Jul-21-
El %, 5Minutes 2026-Jul-21-08:40 ZZTEST, PATIENT HEATHER 2026-Jul-21-
£l %, 5Minutes 2026-Jul-21-08:45 ZZTEST, PATIENT HEATHER 2026-Jul-21-
El %, 5Minutes 2026-Jul-21-08:50 ZZTEST, PATIENT HEATHER 2026-Jul-21-
El %, 5Minutes 2026-Jul-21-08:55 ZZTEST, PATIENT HEATHER 2026-Jul-21-

Appointment Date

Appointment Time

@ Time range: 0800 2] et <] | =%, 5Minutes 2026-Jul21-03:00 ZZTEST PATIENT HEATHER 2026-Jul-21-
i T | 2%, S5Minutes 2026-Jul21-03:05 ZZTEST, PATIENT HEATHER 2026-Jul-21-
O Time restiictions: AM Only El %, SMinutes 2026-Jul21-09:10 ZZTEST, PATIENT HEATHER 2026-Jul-21-

=1 %, 5Minutes 2026-Jul-21-0915 ZZTEST. PATIENT HEATHER 2026-Jul-21 -
=l %, 5Minutes 2026-Jul-21-0920 ZZTEST, PATIENT HEATHER 2026-Jul-21-

Schedule as visitwithin > | dayls) =l %, 5Minutes 2026-Jul-21-09:25 ZZTEST, PATIENT HEATHER 2026-Jul-21-
Bl % 5Minutes 2026-Jul-21-09:30 ZZTEST, PATIENT HEATHER 2026-Jul-21-
Override suggested date and time =%, 5Minutes 2026-Jul-21-0935 ZZTEST. PATIENT HEATHER 2026-Jul-21-
Schedule multiple persons to mixed Group Sessions
cl s t
ear ugges 2 S
Next Mext Day Clear Select OK Cancel

October 2026 RadNet Clerk Manual 78



Notice that the appointment time has now changed for just that particular component of the
recurring series.

Suggested Schedules ? >
Patient Appointment Location Appointment Type  Primary Order Scheduled DatefTime  Patient Duration
=l %, ® ZZTEST PATIENT HEATHER DIQEH XR Chest/Abdomen XR Chest 2 Views
@ ZZTEST PATIENT HEATHER (DI QEH) XR Chest/Abdomen XR Chest2Views 2026-Jul-20 - 08:00 5 Minutes
@ ZZTEST PATIENT HEATHER (DIQEH) XR Chest/Abdomen XR Chest2Views 2026-Jul-21-09:30 5 Minutes
@ ZZTEST, PATIENT HEATHER (DI QEH) XR ChestfAbdomen XR Chest2Views 2026-Jul-22-08:00 5 Minutes
Press the OK button. All appointments will appear in a Pending status within the WIP.
Confirm 2 %
MRM: 030838155 DOB: 1966-Feb-04
Name: ZZTEST, PATIENT HEATHER
Age: 60 Years Sex: Female
m Summary General ResourceView Guidelines Notification C ion Summaries Locks  Eligibility Booking Notes
(=¥ Recurring sequence
£ XR Chest/Abdamen ZZTEST, PATIENT HEATHER Med Rec Nbr: 030838155 ~
=@ DI QeH Allergies:
7] QEH XR ACC Allergies Not Recorded
L[7| ZZTEST, PATIEN] !
11 ® XR Chost/Abdomen 2026-Jul-20 - 08:00 5 Minutes XR Chest/Abdomen DI QEH QEH XR ACC
-2 DIQEH Orders:
-7 QEH XR ACC XR Chest 2 Views
E ZZTEST, PATIEN]
= ® XR Chest/Abdomen
= DI QEH
i QEH XR ACC
U ZZTESTPATEN] | 006 jui21-09:30 5 Minutes  XR Chest/Abdomen DI QEH QEH XR ACC
Orders:
XR Chest 2 Views
2026-Jul-22 - 08:00 5 Minutes XR Chest/Abdomen DI QEH QEH XR ACC v
Options Print. Print ABN
< >
oK Cancel
Press the CONFIRM button and the Confirmation window will display all appointment
information. Create an Encounter for each appointment.
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Modifying a Recurring Appointment

When a recurring appointment is scheduled, the system will always recognize that these
appointments are tied to together. To perform any action on any one of those appointments,
the system will always ask if the scheduler intends to perform the action on just one component
or all components within the recurring series.

A message like the following will display when performing an action on an appointment
scheduled within a recurring series:

Reschedule Recurring Appointment Type ? >

This is a recuming appaintmert. Do you want to open this occumence, multiple occumences,
or all occumences?

(®) Open one or more occumences

() Open all ooccumences

("] XR Chest/Abdomen (Monday, 2026-Jul-20, CONFIRMED)
¥R Chest/Abdomen (Tuesday. 2026-Jul-21. CONFIRMED)
[C] XR Chest/Abdomen (Wednesday. 2026-Jul-22, CONFIRMED)

Cancs

If the scheduler chooses to Open one or more occurrences, then the action will only affect
those appointments that have a checkmark. If “Open all Occurrences” is chosen, then the
action will affect all appointments within the recurring series.
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Adding Slots

At times you may need to add a slot to the schedule.

To do so:

Right-click on the appointment time slot you want to duplicate

Highlight Slots and click Add slots

Actions b

Add New Appointment

L R (R 2[0] |QEH FLUORO [0
[ Confirm Request IP/OP2
— E Remove Request
|§ Recur Appointment

T IP/OP2

MNavigation b
- E

Inquiry b
T Report , IP/OP2
T @ Applications ¥ QEH BA SWALL...
8 Person » IPIOP2
1, @ Slots > Add Slots...
0 Resources ¥ Remove Slots

Book Settings 5 Release Slots
T Slot Comments...
- QEH XE View Slot Information...
= |QEH XR OP3/0... |
r [QEH XR IP/OP2 |
e |QEH XR OP3/0... |

[ 1

Enter the start and end time of the appointment. The time interval defaults however it
can be changed by using the drop-down box.

Add Slots - PCH US Tech 3

Day begin: Day end
[0700 | =] [1900

Schedule

Time interval:

|3D

[C] Display siot properties when adding a new slot

Slot groups and types

PCH OP-2C+

PCH OP-3 WWP Fri only
PCH Ortho Clinic

PCH Rehab slot

PCH Resp Slot

PCH Screen

U

PCH Supper

PCH Telehealth Education

PCH Telehealth Meetings

PCH TeleHealth slot

PCH US Open

PCH XR CL

PCH XR CL/DS/0OP1/0P2/0P3
PCH XR CLOSED

PCH XR DS

PCH XR ER/IP

O EE EEEEEEEEFEE R

PCH Secondarny Stroke Prevention Cl Intemist

08:30 PCH US Open

14:30
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Click the plus + sign next to All Slot Types at the top of Slot Groups and Types.
Select the appropriate slot.

Drag it over to the time on the right side of the window.

Right click on the slot that you moved over to the right. Click on Slot properties.

il

iR 08:30 T T
Cut Slot

Copy Slot
Paste Slot

30 Delete Slot

Slot Propertie

Slot Release Times

:‘\'\'\'\'\"‘\'\'\'\'\'\'\'\"'\'\'\'\'\'\'\'\‘\'\'\'\'\'\“\'\'\'\'\'\'\'\‘\'\'\.'\.'\.'\.'\.'\."\.\ AR

14:00914:30

rrrrrrrrrrrrrrrrrrrrrr

5. Here you can adjust the length of time you want the added time slot. So if it was
just a 30 minute appointment slot to add, in Duration remove the hours and enter 30
in the minutes field. Click Ok.
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Slot Properties ? x

Mnemonic:

|PCH US Open

Description:

|PCH US Open

[ et [0 [ Meses [ 2] O

[ Contiguous

Appointment start time interval:

[15 v |

Group slot count

i S|

Applied default schedules:
Template Range Applied
PCH Tech 3 MTWHF ... 2026-Sep-17 08:30 - 2026-Sep-17 20.00 Cema, (
< >

[ oK | cancet | Defais |

6. Then you will see on the Add Slot window it reflect a 30 minute added time slot.
Click Ok here as well. You will then see it appear as below on your appointment
schedule. You can now schedule your two appointments.

2026-Sep-17 - DI PCH Techs 1 - 5(US Breast/Axilla)

PCH US Tech 3

PR PP FFEFFEFFFEFFEFFFEFFEFFFEFEEFFFEFEEFFFEFFFFFFEFFEFFFEFFFFFFEFY,

08:30 i, PCH US Open
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Modifying / Editing Exams

When the requisition is received back from the radiologist/coordinator from being
triaged/protocolled or if you must make any changes to the exam for the following reasons:

Update Priority

Update or add/change any providers

Update/change the exam name

Update/change the scheduling date timeframe (for clinics etc.)

Clerical can edit an exam up until the time the patient registers. Technologists can edit an exam
untilitis reported. The Online Work List is App is best used for Scheduled Appointments.

Through the Online Worklist App

[ X

Modifying Scheduled Exams
When Online Worklist is opened, filter to see the site, modality and date. Click on the filter
button in the upper left corner.

2

Select desired facility and modality to show up on the worklist.

Filter to see specific rooms.

Each modality has a Virtual Room. Orders that are incorrectly routed may end up here. (i.e.:
similar to unverified in PACS). Orders in the Request List are also in the Virtual Rooms.

*If an order is not showing up in the Online Work List, check here.

J-¥| PEI Virtual Institution DI
=-¥] Virtual Room
--{¥| VRBMD
--1¥| VR BMD S8
v! VRBMD
=-1¥| VRCT
v/ VRCTSS
Y| VRCT
v| VR ECHO
=-¥| VR ECHO SS
Y| VR EECHO
--{¥] VRIR
v/ VRIRSS
Y/ VRIR

Select the date.
- Choose top button for today.
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- The middle button to choose a specific date.
- Or the bottom button to choose a date range.

Date/Time
@® 2026-Aug-17 (Today, Current Time)
Pius 0 5| days

Minus P 13| days

O Date
O Between

And

Then click OK and the worklist will populate.

In the Work List in the Exam tab, filter to remove specific exam statuses. When modifying
exams that are in the request list unselect ALL and check off On Hold Not Scheduled.

Replace Exam Icon

v

Select the exam to replace. This will be used if the wrong exam has been ordered and it needs
to be replaced.

Examples:
o Laterality

¢ A different exam in the same modality
o Ifthe exam needs to be a different modality, you must cancel and re-order

e Ordering physician
e Aborted scan (tech will most likely enter these ones)

This window pops up.
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e QEHFOUR, PTTMOM

Frocedurs MG Mammogram Roubne Screensng

Enter Starting Value

W retheny

) 1
Test. CPOE Prysician, MD
E9 Copy sccession 1o new order
Modify ordes details
[] Replace multoie exams -

O Camced

Feadhy

In the replace with field, enter the new exarﬁ order.

Advised by Radiologist
No IV Accass

Prep not followed
Test contraindicated
Wrong Exam

Choose the most appropriate Replace reason.

Make sure the “copy accession to new order” box is checked.

Please note, if you are already in this window and need to also update the priority, add other
providers to receive copies of the reports, or need to change the request date/time, you can
select the check box beside Modify Order Details and update that information in the next
window. (See screenshots below).

Click Ok

Modify Order Details Icon

i

If the order details need to be updated, use this icon.
Examples:

e Changing the priority
¢ Moving an order to another day by changing the request date/time.
o Ifyou change the requested start date and time, leave a comment as to why
e Adding another physician for the copy of the report
e Do NOT use this window to change the ordering physician (use the Replace Exam icon)
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*Reason for Exam o Hx

7 Order Details for CT-26-00095%: CT Chest / Abdemen / Pelvis w/ Contrast

APriotty.

MALIGHANCY

Malignency (/N 7) Bisborete

] [Routine |

*Hoquested Start Date and Time:

202520517 | 35 [ [os4s ][5

Mergyto IV Cortrast Meda™

Clinical Cancem/Special Instnuctions:

Isolabon Precautions Coples of Resut to:
[ [ & [ -]
Transpod Mode. Last Creatinine: Last e-GFR (MDRD):
[ J
is Pt on Metfomin’ Diagrosis Code (code). *Onder DT/TH
4 R e
*Commurication type: *Ordening physician
[witen [Test. Uologist, MO &
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Through the Scheduling Appointment App

| S

Modifying Exams On The Request List (Order Queue)

8 Scheduling: Scheduling Appointment Book

Task Edit View Help

M M PRER DI A2 o 88 @097

GBS QARIEBEEP R W ® it -4 (HLIESEGPE it T R

If you are modifying (enter/editing) a request that is pending on the request list, you can do this
by clicking either of these Icons. Click on the Request List Inquiry.

Search by the “Request by Person” Inquiry. Enter the patient’'s MRN. Click Find.

E Schedule Inquiry - Request by Person
! Task Edit View Help

MBaETOEHN KD o 88 @80 cHARBE # & W

Name: RADNET, TESTINGS

Request List Action Person Name Orders Eariest Date
Book RADNET, TESTINGS NM Bone Scan 2026-Aug-25 - 00:
Inquiry: T—
|Requatvaerson v| Book RADNET. TESTINGS L Confirm... 126-Sep-25 - 08:
Book RADNET, TESTINGS X Contact... 126-Oct-06 - 08:1
Person: Bock RADNET, TESTING5 C Madi 126-Sep-26 - 08:
[RADNET. TESTINGS = Book RADNET, TESTINGS L . 126-Sep-29- 08:
Book RADNET, TESTINGS L Reschedule 126-0ct-02 - 08:1
Book RADNET, TESTINGS C Hold... 127-0ct-01 - 08
Book RADNET, TESTING5 L Cancel.. 127-Mar-01 - 07:
Bock RADNET, TESTING5 X 126-0ct-03 - 081
Book RADNET, TESTINGS C No Show... 126-0ct-08 - 074
Book RADNET, TESTINGS C Check In... 126-0ct-09 - 08
Book RADNET, TESTING5 X i 126-0ct-10 - 00
Check Qut...
Patient Seen...
Batch Reschedule

OR by clicking on the Appointment Inquiry Icon.

B Scheduling: Scheduling Appointment Book

Task Edit View Help
M M RERNCEI AL O™ 88 Q.4

0 @ANAFED L v ® ebi-s - N3 HAIEOGHE M T L @

Search by the “Request by Person” Inquiry. Enter the patient's MRN. Click Find.
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a Schedule Inquiry - Request by Person
I Task Edit View Help

MR EROEN KT L 02 88 B0 cRARNBEESL & N

MRBN: 888004459

Name: RADNET, TESTINGS

Age: 36 Years

Location Eligibility RequestLlist Medical N 4| » | | Action Person Name Earliest Date Time ScheduledDate C Iso Stat Inp
RADNET, TESTINGS m_m-—---—
Inquiry RADNET. TESTINGS US Doppler Confirm...
[Request by Person v] Book RADNET, TESTINGS XRAnkle R Contact.. )s;oo os;oo
Book RADNET, TESTINGS CT Abd w/o + e 8:00 08:00
Person Book RADNET. TESTINGS US Pelvis odiy.. 3800 08:00
[RADNET- TESTINGS ] Book RADNET, TESTINGS US Pelvis Reschedule 18:00 08:00
Book RADNET, TESTINGS CT Ankle w/C Hold 18:00  08:00
Book RADNET, TESTINGS US Abdomen " 700 07:00
Book RADNET. TESTINGS XR Abdomen 1 =5 18:00 08:00
Book RADNET, TESTINGS CT Abdomen w No Show.. 1700 07:00
Book RADNET, TESTINGS CT Abdomen / T 18:00 08:00
Book RADNET, TESTINGS XR Chest 2 Vie ‘ 10:00 Y
Check Out..
Patient Seen...
Batch Reschedule
Group Info...
Varibs

Whichever way you prefer to search for the patient’s pending request, then you can right click
on the exam you want to update/edit, Click Modify.

To update the ordering physician, reason for exam (reason for exam also needs to be updated
in the Orders Tab as well), priority (priority also needs to be updated in the Orders Tab as well)
or to add a scheduling comment click on the Details Tab and update them there.

Modify ? X
MRN: 888004459 DOB: 1989-Nov-30
Name: RADNET, TESTINGS
Age: 36 Years Sex: Male
=-#3 RADNET, TESTINGS General Summary Details Orders Guidelines Notification ~Conversation Summaries  Itineraries  Locks ~ Booking Notes
- CT Body

*Ordering Physician
|Phelan. Pau 6. MD Q

*Reason for Exam + Hx

|seersq

Patient Pregnant?
*Priority
I Routine v

Anesthesia Provider Requested?
I .
Booking Fomm Received on:

[ B :

Scheduling Comments

ol
To change the exam, add in copies to providers, update the priority (which also needs to be

updated in the Details tab as well), Reason for Exam (reason for exam also needs to be
updated in the Details tab as well), Click on the Orders tab and update it here.

October 2026 RadNet Clerk Manual 89



Modify ? %
MRN: 888004459 DOB: 1989-Nov-30
ame: RADNET, TESTINGS
Age: 36 Years Sex: Male
= @) RADNET, TESTINGS General Summary Details Orders [ i inerari Locks  Booking Notes
4> CT Body
RADNET, TESTINGS *Reason for Exam + Fix >

[see req ] .

CT Abdomen / Pelvis w/ Contrast
Malignancy [Y/N 7] Elaborate
*Priority
’ Routine v
*Requested Start Date and Time:
[20265ep14 |2 [+ B
Allergy to IV Contrast Media?
Clinical Concem/Special Instructions

Optional  Search Existing Orders  Priviieges  AOS  Required l |

Isolation Precautions:

CT Abd w/o + Chest/Abd/Pel w/ Contrast - [ =

CT Abdomen / Pelvis w/ + /o Contrast d

CT Abdomen / Pelvis w/ Contrast sl

CT Abdomen / Pelvis w/o Contrast

CT Abdomen w/ + w/o Contrast

CT Abdomen w/ Contrast

CT Abdomen w/o + Abd/Pelvis w/ Contrast

CT Abdomen w/o Contrast

CT Adrenal

CT Chest / Abd / Pelvis w/ +w/o Contrast Copies of Result to

CT Chest / Abdomen / Pelvis w/ Contrast IE

CT Chest / Abdomen / Pelvis w/o Contrast v T

=

To change the exam double click on the exam you want to change it to so that it will populate in
the window above the list of exams. Right click on the original exam that you no longer want,

click Cancel.

General

Summary Details Orders Guidelines Notification

Conversation Summaries

RADNET, TESTING5

CT Abdomen / Pelvis w/o Contrast

CT Abdomen / Pelvis w/ Contrast

Copy
Paste

Delete
Cancel
Associate
Disassociate
Move

Optional ' Search Existing Orders Privileges AOS  Required
CT Abd w/o + Chest/Abd/Pel w/ Contrast
CT Abdomen / Pelvis w/ + w/o Contrast
CT Abdomen / Pelvis w/ Contrast

CT Abdomen / Pelvis w/o Contrast

CT Abdomen w/ +w/o Contrast

CT Abdomen w/ Contrast

CT Abdomen w/o + Abd/Pelvis w/ Contrast
CT Abdomen w0 Contrast

CT Adrenal

CT Chest / Abd / Pelvis w/ +w/o Contrast
CT Chest / Abdomen / Pelvis w/ Contrast
CT Chest / Abdomen / Pelvis w./o Contrast

You will need to enter a Cancel Reason in which for most times, you can use Exam Replaced.

Then Click Ok.
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General Summary Details Orders Guidelines Notification Conversation Summaries  Iltineraries  Locks  Booking Notes

RADNET, TESTINGS *Cancel Date/Time
[2028 Sep-14 ISINIIG =

CT Abdomen / Pelvis w/o Contrast Cancel A
CT Abdomen / Pelvis w/ Contrast ancel hessen

Bxam Replaced v

Optional  Search Exsting Orders  Privileges A0S  Required

CT Abd w/o + Chest/Abd/Pel w/ Contrast ~
CT Abdomen / Pelvis w/ + w/o Contrast

CT Abdomen / Pelvis w/ Contrast

CT Abdomen / Pelvis w/o Contrast

CT Abdomen w/ +w/o Contrast

This exam will now show in the request list that you will be scheduling from in the future at the
time of scheduling.

Modifying Exam To Switch Facility Future Book

If you receive a request(s) from the opposite site to schedule at your facility, you can right click
on the exam and click Move Request or Modify Request. This window will populate where you
can click the future book in the right column and move it back to the column on the left. Then
you can select the site you are moving it to in the left column and move that over to the right
column.

Modify Request ? =
MRAN: 888004459 DOB: 1989-Nov-30
Name: RADNET, TESTINGS
Age: 36 Years Sex: Male
=-#3 RADNET, TESTINGS Request st General Requested Action Details Scheduling Criteria  Motification
SRS CT Body (Book)
All Request Lists. Selected Request List
MM Future Book ~ PCH CT Future Book

CHO XR Displaced
CHO XR Future Book
CHO XR Reschedule
KCMH XR Displaced
KCMH XR Future Book
KCMH XR Reschedule
MF US Future Book

MF US Reschedule Book
MM XR Future Book
MM XR Reschdule

NN Mammo Future Book
NN Mammo Reschedule Book
NW XR Future Book
NW XR Reschedule
PCH CT Displaced

PCH CT Reschedule
PCH ECHO Displaced
PCH ECHO Future Book
PCH ECHO Rescheduile
PCH MG Displaced

PCH MG Future Book
PCH MG Reschedule
PCH Pacemaker Clinic
PCH US Displaced

PCH US Future Book
PCH US Reschedule
PCH XR Displaced

PCH XR Future Book
PCH XR Reschedule
QEH BMD Displaced

oK Cancel
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@ Modify Request ? x

MHAN: 888004459 DOB: 1989-Nov-30

ame: RADNET, TESTINGS

Age: 36 Years Sex: Male

=% RADNET, TESTINGS Request List General
i< CT Body (Book)

quested Action Details ing Criteria

All Request Lists. Selected Request List

MM Future Book A QEH CT Future Book
CHO XR Displaced

CHO XR Future Book

CHO XR Reschedule

KCMH XR Displaced

KCMH XR Future Book

KCMH XR Reschedule

MF US Future Book

MF US Reschedule Book

MM XR Future Book

MM XR Reschdule

NN Mammo Future Book

NN Mammo Reschedule Book
NW XR Future Book

NW XR Reschedule

PCH CT Displaced

PCH CT Future Book G
PCH CT Reschedule
PCH ECHO Displaced
PCH ECHO Future Book
PCH ECHO Reschedule
PCH MG Displaced
PCH MG Future Book
PCH MG Reschedule
PCH Pacemaker Clinic
PCH US Displaced

PCH US Future Book
PCH US Reschedule
PCH XR Displaced

PCH XR Future Book
PCH XR Reschedule

OK Cancel

If you double click on the exam now and go to Request Information, you will see the new
request list (future book) that the exam is now located in, however the requested appointment
location will still show as the site the original request was entered at.

Appointment View ? X

Warnings ~ Action Details  Action History Request Details  Eligibility Allergies Medical Necessity  Linked Appointments and Requests 4
Request Criteria Field Field Value i~
Time restriction
Suggested Days Mon, Tue Wed, Thu,Fri
Requested appointment location(s) DI PCH
Made by Test, RadNet Clerk, CLERK
Made by datetime 2026-Oct-12 - 20:34 "
£ >

Selected request list Selected notfications

&L QEH CT Ruture Book

Close
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PLEASE NOTE:

When you pick this request up to schedule it you will be able to change the scheduling location
and schedule at the correct site in which the future book it is in. Right click on the exam and
click schedule or Complete Request. Your appointment window will open up in the scheduling
app, as shown below (showing the original site the request was entered into).

Bocks Appointment Work in progress

=-#3 RADNET, TESTINGS

Bppointment type - Move b -.<% CT Body (Monday, 2026-Sep-14)
—- Current Schedule
Next
*Appointment location - DIPCH
B\ DI PCH CT 1(CT Body)
Clear
|M = <> Patient
Person name:
v
Change the Appointment Location to the site you are working out of.
Books  Appointment Work in progress
X N =-#3 RADNET, TESTINGS
*Appointment location Move  » -5 CT Body (Monday, 2026-Sep-14)
DIGEH V| = Current Schedule
pred DI PCH
Person name =
Cloar <% DI PCH CT 1(CT Body)
L..%5 Patient

*Ordering Physician

Fhelan, Paul G MD) | A

Click Move, then you will see the location populate over to the work in progress window.

Books  Appointment Worlk in progress
=-#3 RADNET, TESTINGS
—-% CT Body (Monday, 2026-5ep-14)
=7 Current Schedule

Appointment type. - Move »

Next :
*Appointment location = DI QEH
Clear 2% DI QEH Room(CT Body)

L.<%3 Patient

Person name

Then you can continue your scheduling process, like usual, by either scheduling via Schedule or
scheduling via Suggest.
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To Update The Requested Timeframe

To Update/change the scheduling date timeframe (for clinics etc.)

Right click on the exam that needs to be edited and select Modify Request. This can be done
through the request inquir or through the appointment inquiry.

- Click on scheduling criteria tab, change dates (for example if the request is due in March
2027 — change the requested date range to March 01, 2027 to March 31, 2027. Then
Click OK.

Modify Request [4 X

MAN: 888001087 DOB: 2000-Feb-23

Name: ZZTEST, RADIOLOGY

Age: 26 Years Sex: Male

Eﬁ ZZTEST, RADIOLOGY Request List General Requested Action Details Scheduling Criteria | ¢ | *
CEs*Y CT Body (Book)

Appointment Date -

Requested date range : w| |2026-Mar-30 | = |w
s | s

Appointment Time
@ Time range: 0000 | =] [2359 |

I Tiemm emedriodinme AM Mk

| OK || Cancel
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Modifying Scheduled Appointments

If you are modifying (enter/editing) a request that is already scheduled, Click on the
Appointment Inquiry.

B Scheduling: Scheduling Appointment Book
Task Edit View Help

PN A EEL I B R LY,
0V OANIBEED L v ® iebk-5 - 3 T ARG E M T L RQ

Search your Inquiry by Person-Confirmed Only, Enter the patients MRN and since you are
searching for a scheduled appointment you can either select the date if you know the date
of the appointment or you can change the dates to reflect the next few months or the next
year to find the scheduled appointment.

a Schedule Inquiry - Person - Confirmed Only
i Task Edit View Help

iMaEROEUI KA o9 88 B0 clHARER# & W

MRN: 888004459 DOB: 1989-Nov-30
Name: RADNET, TESTINGS
Age: 36 Years Sex: Male
Person Resource Location Eligibility Rec_ | P| | APPTDATE DURATION STATE  APPT TYPE LOCATION SURGEON RESOURCE REASON FOR VISIT
20260ct-13-08:00 5 Confimed  XR Lower Extremity DI QEH QEHXRACC SEE REQ

Inquiry:

| Person - Corfimed Only v|

Person

[RADNET. TESTINGS I

Start date Start time
20260ct12| 21 & o000 |2
End date: End time:

o =

Right click on the exam you want to Update/Edit and click Modify.

a Schedule Inquiry - Person - Confirmed Only
i Task Edit View Help

MBERCEHI KIS0 B8 FROCEHIEEBE# 4 W

MRN: 888004459 DOB: 1383-Nov-30
Name: RADNET, TESTINGS
Age: 36 Years Sex: Male
Person Resource Location Eligibility Rec || | APPT DATE DURATION STATE  APPT TYPE LOCATION SURGEON RESOURCE REASON FOR VISIT
202600130800/ 5| Conimed | XR Lower Exrenngligii L LB e ior | SEE REQ

Inquiry: Confirm...
[ Person - Confimed Only v] Contact
Person Medify...
[RaDNET. TESTINGS I Reschedule
Start date Start fime: Hold...
-znzs-ncmz =3 -DI]DI] = Cancel..

No Show...
End date End time
2026Dec3| 2] [+ [2355 |2 Check n...

Check Out...

Patient Seen...

You will then follow the same process/steps as above in the Details and/or Orders Tabs.
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Cancelling Appointments And Encounters

There are multiple methods for canceling appointments. You can cancel scheduled
appointments directly from your scheduling book (modality template) or from the appointment
inquiry, or you cancel pending orders from the request list.

If cancelling an appointment — remember to cancel the encounter if it is on its own as well (be
careful not to cancel an encounter from IP / ER encounter where other exams were done under
as well).

For scheduled appointments on the scheduling modality template, bring up the day and
modality scheduling book. Locate the patient exam you wish to cancel. Right click on the
patient’s appointment, click Actions and then select Cancel.

Actions > Confirm...

Add Mew Appointment Contact...

_ Book Request Mody:.
i Confirm Request Reschedule
Remove Request Held.. —
1 Recur Appointment Cancel..
] Mo Show... |
l Mavigation >
i Check In.. :h
. > i
Inquiry Check Out...
¥
I Report Patient Seen... I
Applications » Batch Reschedule...
Person ¥ Request » j
b
Slots Verify...
>
: Resources Med Mec Check.., ]
7 »
i Book Settings Lock...
Unlock...
Shuffle... .

Swap Resources...

Reorder ...

Group Session »

Link... >
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Choose the reason for the cancellation in the “GENERAL” tab

Cancel

ame: ZZTEST, PATIENT SE...

PCP: Unknown Physician, Physician

=-#% ZZTEST, PATIENT SEVEI General Summary Details  Orders

*Cancel reason.

Guidelines  MNotification

Conversation Summaries

MRN: 888001044
Age: B3 Years

ltineraries  Locks  Bocking Notes

Adminisirative Emor
Anaestheist il

Anesthestist Request

Appt Reminder - Patiert Canceled
Appt Reminder - Pt Request Reschedule
futo Cancelled

Auto Discharge

Auto Modified

Batch Displacement
C/Section Added

Change Order

coviD 13

Decreased Anesthesiclogy
Documentation not Required
Early Check In

Emergency Case

Equipment not available
Incormect Encounter
Insufficient Staff fack of Staff
Leave of Absence

Medical Status Changed
Modfy Request

No Bed Available

No Show

OR - Anesthetist il

OR - Emergency Bump

OR - Equipment ot Avalable
OR - Medical Status Changed
OR - No Ancsthesia

OR - No Bed Avalable

Then also under the “ORDER” Tab

Cancel

Name: ZZTEST, PATIENT SE...

PCP: Unknown Physician, Physician,

=07 ZZTEST, PATIENTSEVEN ~ General Summary Details Orders Guidelines Motification

Conversation Summaries  ltineraries  Locks

3 JLcookpor2g

MRN: 888001044 m

Age: 69 Years

Booking Netes

BREEOSEE

@ US Body
ZZTEST, PATIENT SEVENTEEN

US Abdomen

Optional  Search Existing Orders Privieges  AOS

Required

US Abdomen

US Abdomen Limited
S Abdominal Aota
US Chest

US Doppler

US Doppler Abdomen
US Hemia

S Hemia Bilateral
US Hemia Left

VIS Homia Rinkt

October 2026
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20280102 1] [ e
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Make sure you have the encounter number documented when going to cancel the
encounter. To find the encounter number (if not documented on the paper requisition), you
canright click on the exam, click on person, then click on view encounter and the
encounter window will pop up where you can view the number in the encounter field.

To cancel the encounter, click on the conversation bubble in the scheduling appt book

1 GRHIEER G v @
IR Y B

sk Edit  Wiew Help
.|

& "6

Choose Discharge

&  Available Conversations 4

Flease zelect the conversation you would like to use:

| v

Add Person
Cancel Discharge

| Clinic - F‘.eiister Patient
! Peds Clinic - Pre Admit
Peds Clinic - View Encounter Only

Pre Admit
Register Patient

View Encounter Onl
[TEENE EET ‘ @ |

Search for the patient that you just cancelled. Highlight the Encounter you wish to Cancel

You can sort the columns by clicking on the Lolum header.

%, Encounter Search

X

- - p
AEERe ¥

MRNFHN MRNPHN Full Name BithDate  Sex Historical MRN — Dscesss
[ 85005000 ZZTEST. PATIENT BABY 2026May-27 | Female
e 833003339 ZZTEST, PATIENT YOUNG PERSON 2026-May-25  Male
883002025 ZZTEST. PATIENT CHILD 2019-Now03  Male
[e=t=t 888001992 ZZTEST. PATIENT GODE UPGRADE 2000Jun-11 Female
Fiast Nome: 388001132 ZZTEST, PATIENT ELEVEN 1983-Now-01  Male
— 83001130 ZZTEST PATIENT FOURTEEN 1999-Sep01  Female
288001084 ZZTEST. PATIENT WHCLOUD, 1987-Nav01 | Female
Mickile Nome: 285001083 ZZTEST, PATIENT SUNSHI 2000-5e0-07  Female
88001045 ZZTEST. PATIENT EIGHTH 1954-May- 19 Male
- x ZZTEST. PATIENT SEVERTEEN
83000778 ZZTEST, FATIENT EQfiA 1970-0uk30  Female
L ¥ll|ssse00rm7 ZZTEST. PATIENTS0: 1988-Jun-30  Female
Birth Dale 289000731 (B88000565) 22 TEST, PATIEY THREE 1957-Sep-02  Male
=] || sse0coses zzvEsT, PATYINT SIXTEEN 1984-Jun-30  Female
2338000575 ZZTEST, PAFIENT THIRTEEN 1960-Sep-15  Female
Lo B 888000574 22 TESTAEATIENT TWELVE 2011:8ep 25 Male
Facilty  EstArival Date Disch Date , ReaDate EncTips  Patient Sari Atending Physician NurssUnit  EncNo  Vistld
Search Reset WH 2026-Sep-03 0630 | 2026-Sep-03 0409 Inpatient me  Test CPOE Surgeon. MD | MEDWH 10668502 10960512
= 2026 Dee-02 0 readmit | Disgnost: inc | pipcH | 10720711 | 11014183
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If a patient has numerous encounters, be sure to click the box “Retrieve additional

encounters. /
— e R NN e

| — |

Facility Est.
D.?"&/ Roset -
etrieve 125 additional encounter(s) KCMH

KACMH
E =

PATF
e} NE
Fillin the mandatory fields, Attending Physician,
) Discharge — | E§ JLcook.po129
Name: Gender: Date of Birth: m
[zzTEsT, PATIENT sEvenTEEN | [Female | [1957-Feb03 . \@ {E
Age: MRN: Encounter Number: T
s | [esso0tos | [to720711 |
Patient Type: Medical Service: Facility:
Preadmit ‘Dlagm)stl(\magmg | |P(H ‘ :
Building: Nurse Unit: Reom:
[PcH | [orecw ][ |
Bed: Isolation:
| Physician Information
* Attending Physician: Consulting Physician 1: Consulting Physician 2:
[ Test, cPOE Physician, M0 [ | I Q]
Censulting Physician 3: Consulting Physician 4:
& | =
| Discharge Information
*Discharge Disposition: *Discharge to Location: *Discharge Date:
[cancelled Encounter v [cancel | [20260ct02 ‘.
*Discharge Time: User ID:
0831 * |icook
(— Deceased Information
oK Cancel
Ready [icook [pot2s | 2026-0ct-02 [02:31 .
- =

IF itis a cancelled appointment, choose “cancelled encounter”

*Discharge Disposition: ischarge to Location: *Discharge Date:

prid o] (20265000

Admitted to Day Surgery P
Against Medical Advice User ID:
AWOL

|CLKNGWLE5 |
Cancelled Encounter
__| Cough and Flu Clinic

Covid Testing Center

—| Discharged as per HPEI Policy
Discharged With Approval
Discharged without Approval v

L
1

| [ n <

Use the Hot Keys for Date and Time. In the Discharge Date field click T for today, and in the
Discharge time N for now. Then click OK
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To cancel an appointment through an Inquiry, first open the appropriate Inquiry.

- Search by the patient's MRN using the Person Inquiry.

- Search for the appointment by the Resource name using the Resource Inquiry.
- Or search by the appointment’s scheduled location using the Location Inquiry.

Select the Inquiry type of choice, fill out the appropriate search criteria and press the FIND

button.

Highlight the appointment to cancel, right click and choose Cancel.

Task Hel

Name: ZZ TEST, PATIENT SIX

[Persun Schedule Inquiy - Samdard

[ZZTEST.PATIENT SIX

URERCOT WA O @0 FEO0 CNJQUAES W

Person Resource Lecation  Eligibility Requ_ | ¥

20 430
200615~ 1430 30

Hold..
Cancel..
Mo Show..

CheckIn
Check O,

Batch Reschedule

Verify
Med Nec Check.-

Lok,

Add Mew Appointrment
Request

Inquiry
Netifications...

Person
Link..
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The Cancellation window will display. Select an appropriate reason in the Cancel Reason
dropdown and press the OK button.

Cancel ? X

MRN: 000005138 DOB: 1965-Jun-23

ame: TRAINING, PCHRADIPCLERKS

Age: 61 Years Sex: Female

-0 WENINNeNIe  General Summary Details Orders Guidelines Notification Conversation Summaries  Iltineraries  Locks  Booking Notes

@ US Pregnancy

*Cancel reason

‘ v

Comments:

Person Name Enc Type
TRAINING. PCHRADIPCLERKS Preadmit

View Modify Cancel Enc
< >
0K Cancel
Cancel ? %
MRN: 030838114 DOB: 1956-0ct-13
Name: ZZ TEST, PATIENT SIX
Age: 69 Years Sex: Male
[=1#8 ZZ TEST, PATIENT SIX General Summary Details Orders Guidelines Notification Conversation Summaries Itineraries Locks  Booking Notes
@ CT Body

+Cancel reason

|Administrative Error
Anaesthetist ill

|Anesthestist Request

| ApptReminder - Patient Canceled
ApptReminder - Pt Request Reschedule
Auto Cancelled

Auto Discharge

Auto Modified

Batch Displacement
C/Section Added

Change Order

COVID 19

Documentation not Required
Early Check In

Emergency Case
Equipment not available
Incorrect Encounter
Insufficient Staff (lack of Staff
Leave of Absence

Medical Status Changed
Modiify Request

No Bed Available

No Show

OR - Anesthetistill

OR - Emergency Bump

OR - Equipment not Available
OR - Medical Status Changed
OR-No Anesthesia

OR - No Bed Available

Close
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MRBN: 030838114 DOB: 1956-0ct-13

Name: ZZ TEST, PATIENT SIX

Age: 69 Years Sex: Male
Bﬁ ZZ TEST, PATIENT SIX General Summary Details Orders Guidelines Notification Conversation Summaries Itineraries  Locks  Booking Notes
+-% CT Body
ZZ TEST, PATIENT SIX #ancel Date/Time

|2025—Ju|—15 ‘ - v‘ma | =

CT Chest / Abdomen w/ Contrast

Validation Error % Fason

The field Cancel Reason is a reguired field.

Optional Search Existing Orders Privileges A0S  Required

CT Abd wjo + Chest/Abd/Pel wf Contrast ~
CT Abdomen [ Pelvis wf +wj/o Contrast

CT Abdomen [ Pelvis wf Contrast

CT Abdomen [ Pelvis wfo Contrast

CT Abdomenwy +wjo Contrast

CT Abdomen wyj Contrast

CT Abdomen wjo + Abd/Pelvis w/ Contrast

CT Abdomen w/fo Contrast ~

0K Cancel

The appointment is now showing cancelled status. If there are orders associated with the
appointment you are canceling, a prompt will come up to enter a cancel reason for the order.

Cancel appointments directly within the grid area. To accomplish this, right click, go to Actions,
then Cancel.
The Cancellation window will display, and the same steps as above are followed.

Another method for canceling appointments is to use the Cancel icon.
Highlight the appointment to cancel and click the cancel icon at the top of your screen.

The Cancellation window will display the same as in the previous methods of appointment
cancellation.

@

After Cancelling the Scheduled appointment, go into PM Launch Icon and cancel the pre-

admit encounter.

Pick Discharge on drop down, choose proper encounter, and then for Discharge disposition:
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CANCELLED ENCOUNTER and Discharge Location: CANCEL

4| 0 &

podb | T | & &
o slle = o

Task  Edit View Help
H a8 R e & g
& Back ~ % - Gt

% 0D KD

& Available Conversations

Please select the conversation you wauld like to use

Ble 4 8% 7 7

Peds Cli

Add Person

Cancel Discharge
Clinic - Register Patient
Discharge

- Pre Admit

Peds Clinic - View Encounter Only

Bookshelf - QEH Ra

QEH Mammography
QEH BMD
QEH ECHO

QEH Rad Rooms
QEH FLUORO

45||QEH ER/P

QEH CT MAIN [4]

A

A, Encounter Search

First Name:

Middle Name

»

ex

I

Bith Date:

Historical MRN:

MRN/PHN: MRNPHN  Full Name:
0301
002549574 | ZZTEST, PATIENT SIXTEEN
Last Name:

BithDate  Sex

3114 | 22 TEST, PATIENT SIX. 1956-Oct-13

1980-Jun-30  Male

Historical MRN  Deceased

Search Reset EstArrival Date

Faciliy
QEH | 2025May-1911:00
@ PCH  2025-Mar-0611:00

QEH | 2026-Mar-1808:00
QEH  2025Mar-1408:00
QEH | 2025Mar-1708:00
QEH  2025Mar-1908:00
QEH | 2025Mar-17 1130
HH 2025-Mar-2010:30
QEH | 2025May-09 1508
QEH  2025May-1508:00
QEH | 2026-May-1413:30
QEH  2025May-1408:30
SPMH | 2025-Jun-12 00:00
QEH  2025-Jun-12 08:56
QEH | 2026-Jul-15 1
QEH  2026ul151400

Disch Date

2025-Mar-13 2359
2025-Mar-25 2353
2025-Mar-212359
2025-Mar-24 2353
2025-Mar-26 2353

2025-Mar-27 2359
2025-May-16 2359
2025-May-22 2359
2026-May-2123:59
2025-May-212350
2025-Jun-18 23:59

Reg Date EncType  PatientSenice
2025-Mar-07 1349 | Inpatient  General Medicine
Preadmit  Nursing Care Suite
Preadmit | Nursing/Physician Care Suite
Preadmit  Nursing/Physician Care Suite
Preadmit  Nursing/Physician Care Suite
Preadmit  Nursing/Physician Care Suite
Preadmit  Plastics
Preadmit  MH Acuts Services
Preadmit  Plastics
Preadmit  Surgery-Otthopedic
Preadmit  Pre Surgery Clinic
Preadmit  Plastics
Preadmit | MHA Transitions
Emergency  Emergency Medicine

L L e Diggnosic imacing

Preadmit  DiagnosticImaging

Attending Physician
Unknown Physician, Physician.

Miller, Stephen H. MD
Miller, Stephen H. MD

Nurse Unit
Unit 1 QEH
NursingCare PCH
STU Lw1QEH

STU Lw1QEH

STU Lw1QEH

STU Lw1GEH
Plastic Sh Cl QEH
MH Day Program HH
Plastic Sh Gl QEH
Pre Admit QEH
PreSurg Clinic QEH
Plastic Sh Cl QEH
Day Treatment SPMH
Emerg GEH

Visitld
09985585

oK

Cancel

Preview
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Adding Tech Viewable Comments To An Exam

Go to the Online Work List App

e
L4
L ]

(Blue Icon)

Change your Exam Filters by clicking on the filter icon at the top in the banner.

= Cerner Im

Task

g: Online Work List

ew Launch Help

e v s E e SN R -

Eilbtare

Select the site/modality as well as the virtual room/modality. Then change the date to
reflect the day it is scheduled. Click Ok.

“r Exam Filters x
Locations Date/Time
[Description | (O 2026-0ct-07 (Today. Current Time)
KCMH XR 1 ~ Pius[12 =] hours
=-[¥] PCH =
=-¥] PCH DI Minus (12 2| hour
- ~f PCHCT Only show today's items
| & PcHCTSS _ .
! -[¥] PCHCT 1 ® Date 2026-Dec-01] - ~
=-1¥] PCH ECHO O Between |2026-0ct-05
| =-¥ PCHECHO 88
¥| PCHECHO 1 And

=-[¥] PCH MAMMO
| &-[¥ PCHMAMMO SS
! -[¥] PCHMAMMO 1
-] PCH US
. =-¥ PcHUS sS
Y] PCHUS 1
-[¥] PCHUS 2
! 7] PCHUS 3
=-[¥] PCHXR
5.[¥] PCHXR S8
-[¥] PCHXR1
7| PCHXR 2
-[¥] PCH XR CARM
Y] PCH XR MOBILE
-[¥] PCHXR PORT
=-{¥| PEI Virtual Institution DI
=1-¥| Virtual Room
4.[¥] vVRBMD
| &-¥ VRBMD SS
i AT =N=1"]n] v

OK Cancel

This will bring up those modality types of scheduled appointments on that day. You can

then add a comment for the tech to see.

Highlight the patient/exam you want to add a comment to. Click the Post it Note Icon at the

=
top in the banner.
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If you hover over the Icon, it is called Comments.

This Comments Window will populate. Click on Edit at the bottom right corner.

Comments

Order Note Cancel Reason
RADNET, TESTING4 MG Mammogram Routine Screening

The Edit Comment box will then populate.

Add your comment. Then click OK.

Edit Comment

Order Comment

Comment:
Exam requires 2 techs - patient has decreased mability. | ~
W

This will move the comment into the field.
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Order Comment

RADNET, TESTING4

Order Note Cancel Reason

MG Mammogram Routine Screening

Exam requires 2 techs - patient has decreased mobility.

Close Add Edit

Then click Close.

You will now see the yellow post.it note under the Comments Column.
Exam |Tran:criplmn|

Exam Status: |On Hold Scheduled | Schedule Indicator: | A v

ry
Patent Name MRN Date Of Birth Procedure Name Priority Requesied DTITM Ordering =mwnan\w*nts
RADNET, TESTING4 1978-0ct-15 00:00 MG Mammogram Rou... | Routine

Technical Comments  Status
On Hold

| 2026-Dec010900

Accession |
Test. CPOE Physician, .
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Blocking Schedules

There are times when a schedule needs to be blocked off so that appointments are not
scheduled.

To block out slots/whole day, you can use the appointment type BLOCK appointments. You
can schedule this just like regular appointments.

Go to the Scheduling Book App &

8 Scheduling: Scheduling Appointment Book

- o x
sk Edit View Help
A RERCEI KW 0BRSS
(0 OPHNIFHEP L Y ® eha-s -3 HHFE&GP, re T 1 &
MRN DoB
Name:
Age Sex
« September 3 - — - erson Specified
Su Mo Tu We Th Fr § i Move b G Block Appointment —
et Block Apportment N =T Curment Schedule
sposirtment lacation =@ oipcH =
& 7 8 3 10 M 12 : e D Resource
RENRTIRCYE 15 [RESRTIRE
NN m B MU B E | Peenname Suggest
7 A B8 0 Request
nsert
I Wadnesday. Septembes 15, 2026 Thunday. September 17, 2026 Fiday. Septamber 18, 2026 Manday. September 21, 2026 Tussday, Septamber 22, 2026 I

Click on the date on the calendar in which you want to block off appointment slots. Click on
Appointment and fill in the fields:

- Appointment Type: Block Appointment
- Appointment Location: DI PCH or DI QEH
- Reason for Blocking: Ex. Short staff, meeting, PM

Click on Move to move this to your Work In Progress Field
Click on Schedule

Schedule - Block Appointment ? x

Resource:
| PCHUS Tech 1
Default slot:

‘ PCH OP-1/Breast/no fast/prep (07:00 - 07:30)

Time:

0700 =

Duration:

L + || Hour(s) 240| + ]| Minutes L 4] Day
(] Distinguish setup and cleanup durations
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Select a Resource (tech room)

Select a Default Slot (time slot to begin the blocking).

Set your duration time — (goes by minutes so if you need 6 x 30 mins slots blocked enter 180),
Click Ok.

A warning box may appear to mention how much time you are blocking out. You can click
Override.

esource

pTEE R T S

~ Short Slot X

efz
2C

Scheduling the Block Appointment will require 180 minutes within the PCH OP-1 el
imé £ l \ slot type.

20 [ Show comments dialog only when required.

- Cancel Ovemide Guidelines. .
I, - = &=

] Distinguish setup and cleanup durations

When you click Override, this Override Reason box will populate. Enter the most appropriate
reason and add a comment if required. Then click ok.

8 ' Short Slot X

Qvenide

*Jvemde Reason:

Short Notice vl

Comment text
Advised by Meaghan|
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The appointment slots will appear grey showing Pending. You now need to confirm them.
Click Confirm. Click OK.

When you have confirmed it, the slot will be RED. The appointment times you blocked out will
appear to the right so that you can view what types of appointments they were. If there were
patients in there already they will show in those slots for the clerical to reschedule.

PCH US Tech 1

07-05
07:10
07:15
07:20
"07-25
07-30
07-35
1|07-40
07-45
07-50
,|07-55
08:00
'|08:05
08:10
08:15
1108:20
08:25
08:30
1|08:35
08:40
08:45

DI PCH
short staff
Confirmed

i, PCHOP-1

G L GELELEEELEEELELELEEEEEELEL

If someone goes to schedule an appointment into that timeframe that is blocked out, the time
slots will still appear as an option to select when scheduling via Schedule or suggest. If
someone selects a timeframe that is blocked out, a Conflict box will appear. Staff will have to
be mindful and careful read any alert, conflict box or other pop up in Radnet that may appear.
Carefully read it and as stated, the appt type is blocked. This would indicate to the scheduler to
go back out and select another time for that appointment. Do not override these conflicts,
unless advised by a technologist. (as they may ask you to schedule something during the
blocked time or their blocked break etc.)
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Conflict - US Body ? x>

The following appointments are in conflict with 2 booking in progress or an already confimed appointment

Conflict Conflicting Appt. Created By Appt. Type Location Role Date/Time Booking S...

PCHUS ... 12:30-13:00 Test, RadNet C... Block Appointm... DI PCH Resource 2026-Sep-16 ... WRITTEN

< >
nsert Owvemide Cancel

To CANCEL a blocked appointment as there are times that we block out times for meetings etc.
and then the meeting may be cancelled, so then we can open up the slots so they are available
to fill. To do so, right click on the appointment and go to actions and then click on cancel.
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Checking in Patients

In the Scheduling Appointment Book App:

Click on the Appointment/Schedule Inquiry Icon:
..H

b2

To have list of patients for the DI Facility open, click on the Location Tab.

:vi‘. Schedule Inquiry - Location - Confirmed Appts Only
i Task Edit View Help

MRERDEHI KA cR 88 B0 cHAREE # & W

Person  Resource Location Eligibility Rec_ | V| | BEG DATE DURATION PATIENT STATE  APPTTYPE REQDOCTOR RESOURCE
2026-Sep-16- 08:00 30 RADNET. TESTING Corfimed US Extremty PCH US Tech 1

Inquiy 2026-Sep-16- 13:00 30 RADNET, INTEGRATION13  Confimed  US Body PCH US Tech 1

\anauun-tunﬁmedﬂomsonw v\ 2026-Sep-16 - 14:00 15 RADNET, INTEGRATION10 Confimed CT Body PCHCT1

Location type

anbulatoly(s) v J

Location

[orPen v

Start date: Start time:

2026Sep 1€ 21 || [0000 |12

End date End time:

20265ep1€] = [ [2355 |2

Fill in the following fields:

- Inquiry: Location — confirmed appt only

- Location Type: Ambulatory

- Location: DI PCH

- Date Range: Today’s date in both the start and end fields to reflect today’s patients —
which should default to today’s date.

- Click Find

To check them in (which is done after registration — for scheduled appointments. Please
note that if you are scheduling x-rays in the DOE (Department Order Entry) for the SKIP
patients that have booked their own appointments online, they do not need to be checked in
as they will populate directly onto the technologist worklist).

- Right click on the patient/exam — click “check in”
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BEG DATE DURATION PATIENT STATE  APPTTYPE REQDOCTOR RESOURCE
2026-Sep-16-08:00 30 RADNET, TESTING1 Corfimed  US Extremity PCH US Tech 1
2026-5ep-16-13:00 30 RADNET, INTEGRATION13 Confimed US Body PCH US Tech 1
Confirm...
Contact...
Meodify...
Reschedule
Hold...
Cancel...
No Show...
Checkn...
Check Out...
Patient Seen...
Batch Reschedule
Group Info...
This window will populate.
| Checkin 7 % I

MRN: 888004455 DOB: 1993-Jan-01

Name: RADNET, TESTING1

Age: 27 Years Sex: Female
[ o EONERESINS] | General Summary Details Orders Guidelines Notification Conversation Summaries ltineraries Locks  Eligibility Booking Notes
& US Extremity Date: Time:
(2026 Sep-16 o= GI :
Tracking location
‘(Nune) v‘
Comments
Person Name Enc Type

RADNET, TESTINGT Preadmit

Guar Pmt Enc Pmt View Modiy Set Enc Charges
Request Information
Medical record requested No
Status of medical record request:
oK Cancel

Click OK.

If you check in the incorrect patient, follow the steps below to uncheck themin. (Once the
patientis checked in, they will no longer be in a confirmed "State" to qualify for the location
search as they will be removed from the days list for today.)
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You will need to change your search inquiry (still in the Location Tab) to Location schedule
inquiry - Standard (See below). Here you can right click and uncheck in the patient which
will revert them back to confirmed state and back to the original list of patients for the day.
You will need to input a reason why you are unchecking in the patient.

Person  Resource  Location Eligibility Rec | ¥ | | BEG DATE DURATION STATE APPT TYPE REQ DOCTOR RESOURCE REASON FOR VISIT
2026-Jul-30-08:00 15 Checked In  US Body PCH US Tech 1 test
Inquiry: 2026-Aug-03 - 16:00 30 Checked In  US Breast/Auxila FCHUS Tech3  test
| Location Schedule Inguiny - Standard bl | 2026-Aug-04 - 08:15 15 Checked In MG Diagnostic PCH MG Tech 1 Biopsy of = mass
2026-Aug-04 - 09:30 15 Checked In MG Diagnostic PCHMG Tech 1  test
Location typs 2026-Aug-05 - 08:00 30 Confirmed US BExtremity PCH US Tech 4 test
|M|bulatnrv{s} ~ | 2026-Aug-05 - 09:00 30 Confimed US Head/Face/MNeck PCH US Tech 1 tesy
] 2026-Aug-06 - 08:00 45 Confimmed US Echo PCH ECHO Tech 2 TEST
Location 2026-Aug-07 - 09:00 30 Checked In S Body PCH US Tech 1 pain
[orecH ~] 2026-Aug-10 - 08:00 15 Confirmed CT HEAD/FACE/NECK PCHCT 1 pain
2026-Aug-11-13:15 15 Checked In  CT HEAD/FACE/NECK PCHCT 1 trauma
Start date: - - 2026-Aug-11 - 14:45 15 Checked In MG Screening PCH MG Tech 1 see raq
=11 - 2026-Aug-11-15:15 15 Checked In MG Diagnostic PCHMG Tech1  seereq
) 2026-Aug-11- 16:00 30 Checked In  US Breast/Auxila PCHUS Tech 2  seereq
Eznodzgje' = E2nﬁd5‘5lme - 2026-Aug-11-17:00 30 Checked In S Breast/fxila PCH US Tech 3 & month follow up
=1 1= - 2026-Aug-18- 10:30 30 Checked In  US Head./Face/Neck PCHUS Tech 4 rule out thyroid nodules
2026-Aug-18-14:00 30 Confimmed US Body PCH US Tech 1 Test
2026-Aug20-11:30 30 Corfimed US Body PCHUS Tech 2 test alerts
2026-Aug-21-13:00 10 Confimmed XR Shouider Girdle PCH XR 1 FRACTURE
2026-Aug-24 - 10:20 10 Corfimed XR Chest/Abdomen PCH XR 1 see req
2026-Aug24 - 15:20 10 Rescheduled ¥R Chest/Abdomen PCH XR 1 seereq
2026-Aug-24 - 15:20 10 Canceled XR Spine PCH XR 2 see req
2026-Aug-24 - 15:30 10 Canceled XR Chest/Abdomen PCH XR 2 seereq
2026-Aug-24 - 15:40 10 Rescheduled XA Chest/Abdomen PCH XR 2 seereq
2026-Aug-26 - 02:00 30 Checked In  US Extremity PCH US Tech 1 seereq
2026-Aug-26 - 12:30 30 Canceled US Body PCH US Tech 1 Hyperglycemia
2026-Aug26-13:17 30 Checked In  US Body PCH US Tech 1 seereq
2026-Aug-26 - 13:30 10 Rescheduled XA Chest/Abdomen PCH XR 1 seereq
2026-Aug-26 - 13:40 10 Rescheduled  XR Spine PCH %R 1 seereq
2026-Aug26 - 13:50 10 Rescheduled XA Spine PCH XR 1 see req
2026-Aug-26 - 14:00 10 Rescheduled ¥R Chest/Abdomen PCH XR PORT seereq
2026-Aug26 - 14:00 30 Rescheduled  US Head/Face/Neck PCH US Tech 1 see req
2026-Aug-26-14:10 10 Confimed XR Spine PCH XR 1 seereq
2026-Aug26 - 14:20 10 Confimmed XR Spine PCH XR 1 seereq
2026-Aug-26 - 15:00 10 Confimmed XR Chest/Abdomen PCH 3R 1 seer=q
2026-Aug-27 - 07-00 10 Confimmed XR Chest/Abdomen PCH XR 1 Hyperglycemia
2026-Aug-27 - 08:00 30 Confimmed US Body PCH US Tech 1 seereq
2026-Aug27 - 09:00 15 Rescheduled  CT Body PCHCT 1 seereq
- T
P026-Oct-07 - 11:30] Crmimaies e N £
20260ct-07-11:30 Cr Lenfirm.. 1 1
2026-0ct-08 - 13:45 Cc Contact... 1 1
2026-0ct-08 - 13:45 Ce Modify. 1 1
2026-0ct-15-09:00 Cc C 1
Reschedule
Hold...
Cancel...
No Show...

Undo Check In
Check Out...
Patient Seen...
Batch Reschedule

Group Info...

Verify...
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R

oY=

Process Alerts

== R OICK- e

i

Adding A Process Alert To A Patient File

Open Access Management Office APP
Under Conversation, select Process Alert
Search Patient — enter Patient MRN

Click OK

Task iew Groups Help
G e B E e | (A e 2 As0f0810 - | [T Groups -
Conversation
%@ Add Newborn ‘
'i’l Cancel Discharge -
X Cancel Transfer “4 Person Search e
i Discharge
¥ ED Modify
=3 ED Quick Reg
¥ Family Physician Update MRN Name MRN Sex Birth Date Age
g egister Patient 30838023 ST, 030838023 | Female | 1957-Sep-1t 9 Years

£ LTC Register P: ZZTEST, PATIENT TEN 030838023 | Femal 1957-Sep-10 | 69 Y
@ Modify Insurance
W 0OP Dischargs Last Name:
€ OOP Register Patient [ |

First Name:
£ Register Patient | ‘
W& Transfer
#  View Encounter Only FIN NER:

Birth Date:

Sex

| v]

Any Phone Number.

Search Reset
OK Cancel Preview

Choose Organization (Facility — you are working out of). Click OK
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# Organization >

Select the facility and/or client to which the encounter should be
registered.

Facility Name  Facility Alias

qu |“)s

Gueen Elizabeth Hospital
Clueen otreet Medical Cenfre (SR IC)
Clueen Street Recovery Clinic (Q5RIC)

Facility:
CGlueen Elizabeth Hospital

OK Cancel

This next window will appear. Here you can search the drop down and select the
appropriate process alert you would like to attach to this patient. Please note that only one
process alert can be added to the patient. If you notice one on there already and also
require another one to be added, please reach out to your Clerical Supervisor to have one
created that merge the two then we can adjust it on the patients file once it is created.

The Process Alert is now linked to the patient file in Radnet.
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This will only be seen in the Preadmit conversation (where you add/create an
encounter)

These messages appear for patients who have a Process Alert associated with them.
These Process Alerts are intended for Diagnostic Imaging staff.

This message will appear when scheduling/creating a preadmit (adding the
encounter/preadmit conversation). Click OK and continue with the Preadmit workflow

as normal.
AN

* First Hame: A
PATIENT TEN - [ear

Postal/Zip Cod - Home Phane
CICict (905) 5555555

Select Process Alert Tab and you will see what Process Alert is listed.

§ Pre Admit

H &

#Last Name: *First Name: Middle Name:

Preferred Name: Gender:
[zzrest | [pamenTTEN | [ | [

- Maiden Name: *Date of Birth:
| [Femate V]

Age:
| [1857-5ep-10 <] [eav

Disease Alert: PEIH Elgibility End Date: Marital Status: Primary Language: Interpreter Required: Religion: Church:

rimary
[single ] [Engiish ~] [

| [information Not Given o [

After reviewing the process alert, if you are required to schedule out more time for the
exam, here is the time you can cancel the encounter creation and go out and find a new
appointment time that allots for more time then can confirm and creating/add your
preadmit encounter at this point.
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To Remove A Process Alert From A Patient File

Open the Access Management Office APP
Under Conversation, click on Process Alert
Search Patient — enter Patient MRN

Click OK

Select Your Organization
Highlight the Process Alert Field (alert will be showing)

€ Process Alert

Last Name: First Name: Midele Name: Birth Date Age: Gender:
[zzmest | [pamenT Ten | [ 1957-Sep-10 69Y Female

Click Delete > Then OK

14

Last Name: First Name: Middle Name Birth Date Age: Gender:
ZITEST PATIENT TEN 957Sep-10 Y

Ready RNCLERK | MO123 | 2026-Sep-28 | 0847

No Message will appear now in the preadmit encounter and no Alert is listed as shown
below.
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§ PreAdmit

B &

*Last Name *First Name: Middle Name Preferred Name: *Gender Maiden Name: * Date of Bith Age

e | e | | = el | s %
MEN. Disease Alert: PEIHI Elgibiity End Date: Maitel Status: Primary Language: Interpreter Requirec: Religion: Church:

030838023 - < | [singte [Engiish BN | [information Not Given v]

Patient Information _Encounter Information _Contacts _Insurance Primary  Insurance Secondary  Insurance Tertiary \nsuran:eiummarylPYDKESSNEV[S |

Process Alert:
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Inquiring about Resource Schedules

Through Scheduling Appointment Book App in the Appointment/Schedule Inquiry Icon

B

Appointment/Schedule Inquiry window allows the ability to enter the parameters required to
view the schedule associated with a specific resource. This will show you everything that was
booked in that room according to the criteria you selected.

Click the Inquiry button located at the top of your screen in the Scheduling Appointment
Book App.

B Scheduling: Scheduling Appointment Book

Task Edit View Help

FIECAETREET B Y X L Y,
0SS @PAHRINEBY ¥ ® iwbdk-5 -[] ) FUsEea& P

%

Click on the Resource Tab

- Inquiry — Resource Schedule Inquiry — Standard
o Other options to view would be:
= Resource — Confirmed Appts Only (will show all appointments
confirmed and fully scheduled)
= Resource — No Shows Only (will show all patients that are identified
as no shows in that room)
= Resource Open Slots (will show all slots open and available for a
specific date)
- Resource — Select which facility/modality/room you want to look into

- Dates - You can enter a timeframe of what you want to search so you can search by today
or you can go back a month or a year.

MRN: DOB:
Name:

Age: Sex:

Person Resource Location Eligibility Ret > BEGIN DATE DURATION PERSON NAME APPT TYPE STATE
12026-Sep-07 - 10:00 30 ZZTEST. PATIENT SEVEN US Head/Face/Neck Confimed

Inquiry
[Resource Schedule Inquiy - Standard ~

Resource:
|PCH US Tech 3 |

Start date Start time
20264ug2¢| 5! || [0000 |12
End date End time:

0% 5ep2| 2] 2385 |[=
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Locks

Sometimes a slot will become locked when a user has tried to schedule an appointment to the
slot, but for whatever reason it did not finish booking. The slot may appear open, but it will not
allow an appointment to be booked. If a warning comes up that a slot is locked, look to see
whom it was created by, then have that person unlock the slot.

Booking Conflict - Cath Lab EE3
The following appointments are in conflict with a Booking-In-Progress or an already confirmed appointment:
Conflict | Conflicting appt. | Created By | Appt. Type | Location | Role | Date/Time | Booking ...
Person 2:454M - 315...  Throckmorton, ... Cardiac Ultraso...  JPMCM... Patient 1412/00 11:5.. WRITTEN
| | i3
Override I Cancel I

Locate the lock by clicking the View Locks icon _@‘_!. A window will display listing all locks
created by the username you are signed into the application with.

Lock(s) held by SCHEDDBC | 7]
= E "’\ Lacks Lock Type | Person/Resource | Begin Date Duration | Appt Type Location
(@ Booking (4) Person | GREEN, ALICIA 373172008 1200 PM 307 CT Abdomen BWCT  Patient
{@ In-Process Appointment | Slot CT Room 1 BWMC  3/31/2005 1200PM 15 CT Abdomen BWCT  CT Rooms B\
Slot CT Room 1 BEMC ~ 5/20/2005 8:004M 15 CT &bdomen BECT  CT Rooms BE
Person Gonzales, Ted 5/20/2005 8:004M 30 CT Abdomen BE CT Patient

< | »f L« |

I~ Show verified locks

Click Booking to see if the slot was a booking lock. If there are locks which the scheduler
would like to remove, highlight them and press the REMOVE button.

If there is no lock seen in Booking, click In-Progress Appointments to see if there is a lock in
there. Highlight any In Progress locks and press the REMOVE button.

Verified locks may also need to be released. To Accomplish this, click the checkbox next to
Show Verified Locks in the bottom left corner of the window.

If you are working on a patient (work in progress window) and the system times out or you log
off and do not finish the booking, the patient will be locked to you. If you cannot find them in
the system (in the request list, work in progress etc.) then check your Locks to see if it is
showing in there. Remove the lock and you will be able to proceed with the booking.
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Viewing Appointment Details

To view specific details associated with an appointment, right-click the appointment inside the
Appointment Book. Once that appointment is selected, select Inquiry, Appointment View from
the menu. This will open the Appointment View dialog box that displays specific information
associated with the appointment.

4 T HRETED KA SN BESFAESS
e Gt view b

5o FEasr

P
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All Appointment Tab View

General Tab View

General Event Details  Resources Instructions  Guidelines  Scheduling Comments  Orders
Appaintment Information

Appointment type:  CT Body

Schedusdas:  CT Body

Action History Reports Protocol Components

Recurring Series

Booking Notes

Wa

Location: DIGQEH
Person Name: Enc Type Enc Status  Sex Home Phone Business Phone  DOB SSN
ZZTEST. PATIENT HEATHER Preadmit  Preadmit Female (902) 803-0808 1966-Feb-04
Current State Infomation

State: Corfimed

By Cook. Joy-Lynn. 2026020 09:2%

Medical record requested: No

Status of medical record request.

Details Tab View

Appointment View

General | Event Details . Resources  Instructions

Guidelines  Scheduling Comments  Orders  Action History Reports  Protacol Components

Event details:

Recurring Series

Booking Notes

Warl

Field Name Field Value

Ordering Physician Test, CPOE Physician, MD
Reason for Exam + Hx Testing Recuring Appaintment
Order entersd by: Scheduling

Order Type Written

Priarity Ungent
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Resources Tab View

General  Event Details Resources Instructions Guidelines Scheduling Comments  Orders  Action History Reports  Protocol Components  Recurring Series  Booking Notes  Warning
Resource Begin Date/Time End Date/Time

GEH CT MAIN 20260420 10:45

ZZTEST, PATIENT HEATHER

2026-ul-20 11:00
2026-Jul-20 10:45 2026-0ul-20 11:00

Mo

Instructions Tab View

General  EventDetails Resources Instructions Guidelines

Scheduling Comments ~ Orders
Instruction types

Action History Reports  Protocol Components  Recurring Series  Booking Notes  Warnings  Action Detail | P
Preparations
Instructions

Oy drink clear flids, no soid food for 4nrs prior to your appaintment time. ~ You may take your medication and insulin dependent: disbetics may eat a regular dict

Close
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Viewing Appointment History

To view specific details associated with the history of an appointment, click that appointment in
the Appointment Book.

Once that appointment is selected, right click the appointment, and select Inquiry, then
Appointment History View from the menu. This opens the Appointment History View Box that
displays specific information associated with the states that have been associated with the
appointment.

The History View Dialog Box will be displayed.

Appointment History View ? X
=8 CTBody General Event Details Resources Instructions  Guidelines Scheduling Comments  Orders | Action History | Reports Protocel Components  Recurring Series  Boo_ | P
-1 Schedule 1
- SR Action Performed  Action Performer  Time Perfomed
A confirm
@ Book Book Cook. Joy-Lynn,  2026ul-20 - 09:24
Linke Cook, Joy-Lynn, 2026120 - 09:24
Corfim Cook. Joy-Lynn.  2026-ul-20 - 09:24
Check In Cook, Joy-Lynn, 20261120 - 09:28
Book Cook. Joy-Lynn. 2026120 - 09:29
Corfim Cook, Joy-Lynn, 2026120 - 09:29
Undo Cook. Joy-Lynn. 202621120 - 09:29

Close
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Adding Comments

Slot Comments:

Highlight the slot that you want to add a comment on. Right click and highlight slots and slot
comments.

Actions

Add New Appointment
Book Request
Confirm Request

Remove Request

Recur Appointment

Navigation

Inquiry
Report

Applications

Person »
 Shts 5 AddSlots..
Resources > Remove Slots

Book Settings Release Slots

>
10:30 i, PCHOP-Z | .
-—

Slot Comments...

View Slot Information...

- F__ -. — —

The slot comment box will populate. Fill in required information in the comment field, click OK.

Slot Comments ? =
Selected slots: Comments:
= QEH US Tech 5 Testing Comments| ~
.- QEH P2 {07:00)
"
oK | | Cancl
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To view the slot comments, you can right-click on the appt slot, click slot and slot comments
(the same way you would add a comment) or if you have the icon checked in the book settings
under properties and in the icon tab there will be a blue bubble on the top of the slot, click on
the icon and the information about the slot will open.

PCH US Tech 2

T ETFEEFGETTETTTEFFETTEETFEEFEETFETTEEFFEETEETFEEFEETTETTTEFFEETEETF

08:00 = PCH OBS

Resource Comments

Right click on the resource in the appointment book, highlight resource and click Add Resource
Comment.

DCL ach PCH US Tech 3
0800 P PCHOE  Actions > 130 i, PCHOP-1
J Add New Appointment
Book Request
Confirm Request
Remove Request 00
Recur Appointment
Navigation >
Inquiry >
Report >
09:00
Applications 4
Person >
Slots >
Resources > View Resource Comments...
Book Settings N Add Resource Comments...

Enter the information in the Comment Description Field (Note: Suggestion - After entering the
info in the description field, copy and paste it in the resource comments box). Click add, apply
and then close.

In the appointment book, you will now see the icon (blue bubble) appear on the resource
heading itself.

To view the resource comment, click on the icon and the information box will populate. Or you
can right click on the resource in the appointment book, highlight resource and View Resource
Comments.
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@ Add Resource Comments ? X

Comment types: Application Range

|Rm‘ma Comments v‘ Begin date: End date
2026-Sep-24 =1 [+ [2026-5ep-24 e Dat
F—— [ EE| l e
II J Begin time End time
0700 =1 [1900 2 [ Apoly all day
Selected Resource |
[PcH US Tech 4 = [ Tue Wed Thu Fii
Resource comment templates Resource comment
»
Comment Resources Date Range Time Range Days of Week
| | testing resource comments PCH US Tech 4 2026-Sep-24 - 2026-Sep-24 00:00- 23:59 Mon, Tue,Wed, Thu,
< >
Add Update Delete Apply Clear Close
|
Person Comments:
L]
‘ Add Person Comments ? x |
Comment types:
| Person Comments w |
| Comment description:
' |2 Techs |
Person comment templates: Person comment:
Testing Persoh Comments
Applhy Clear Close
w 17
| Z7 R | [l

Click on the appointment in the appointment book. Right click on the patient scheduled, highlight
person and then click on person comments.
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PCH US Tech 1 PCH US Tech 2

i Ny wiannq i, PCHOBS
E'IOC_% Actions »
DI PCH View P
Add New Appointment e rersen..
Modify Person...

Book Request

Confirm Request Person Comments..

Remove Request View Encounter...
Recur Appointment Add Encounter...
N Modify Encounter...
Navigation > iy
Encounter Comments...
i > .
Inquiry View All Encounters...
Report >
Allergies...
icati >
Applications Post Encounter Payment...

Person > Post Guarantor Payment...

Slots 5

Resources »

— Book Settings ,

08057118 Etramin %

Click on the patient’s name and then click “ADD”. Enter the information in the comment

description box. Copy and paste the information into the Person Comment field click. Click
apply and then close.

1 @ Add Person Comments ? *
1 Comment types
‘ Person Comments ~ ‘

Comment description

1 ‘pd»erl requires two techs ‘

| Person comment templates Person comment
patient requires two techs|

[

To see a comment for a scheduled patient, click on the appointment, right click and go to
person comments.
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Contact Comments:

Contact - Records the date and time of any
contact made with the person scheduled for
the appointment, as well as allowing you to
enter any applicable comments concerning the
contact. For example, if you call the person to
remind them of the upcoming appointment,
you could document the contact in the Contact

fsg dialog box.

To enter this information:
Right click on the scheduled patient, click Action, then click Contact.

Vednesday, September 16, 2026 Tht Confirm
Contact...
Maodify...
Actions > Y
Reschedule
Add New Appointment Haold..
Book Request Cancel...
Confirm Request No Show,
Remove Request
. Check In...
Recur Appointment
Check Qut...
Navigation ’ Patient Seen...
Inquiry 3 Batch Reschedule..,
Report ’ Request >l
"@Biock Appointme Applications b Verify...
DI PCH Med Nec Check
2 dmin time Person > ed Nec Check..,
Confimed Slots 1 lock.,
Resources ? Unlock...
Book Settings ? Shuffle...

.1 RADNET, TESTIa1
: Swap Resources...

US Extremity

Preadmit 2 Reorder ...

DI PCH f Group Session >
SEe req 4

Iial .

This window will open.
The date will default to today; however, you can change the date if needed. You can then enter
a Comment in the Comments field. Click OK.
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Contact ? X

MRN: 888004455 DOB: 1999-Jan-01
Name: RADNET, TESTING1
Age: 27 Years Sex: Female
(=€ RADNET, TESTING1 General Summary Guidelines Notification Conversation Summaries  Itineraries  Locks  Booking Notes
@@ US Extremity Dot Time
2026-Sep-18 =1 1431 =

Comments:

Left voicemail for the patient at 1:30 pm today to call us back as we requirs more information. |

Gt
To view the comment, right-click on the patient’s appointment, click on Inquiry, then click on
Appointment View. Click on the Action Details Tab and it will show the comment and if you
click on Action History it will show the contact time performed/entered. OR you can right-click
on the patient’s appointment, click on Inquiry, then click on Appointment View History. You see
Contact in the Action List when the window opens. Click Contact and then the Action Details
Tab will show the comment and if you click on Action History Tab it will show the contact time
performed/entered

| Actions >

Add New App: e
Nednesday. September 16, dd New Appointment September 17, 2026 j

Book Request

Friday, September 18,

Confirm Request

Remove Request

Recur Appointment “H US T. 2 I PCH US T.
Inquiry > Appointment View
Report > Appointment History View
" #PBlock Appointment Applications > Appointment Inquiry

DI PCH Person N Request List Inquiry

admin time o N . .

Corfimmed lots View Appointment Information...
Resources > View Appointment Provider Preference Information...
Book Settings I (00

RADNET. TESTING1
US Extremity
Preadmit

DI PCH

10:30 i, PCHOP-2

seereq
CrrdwenadA
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Printing Reports

To Print Reports from the Scheduling Appointment Book, follow the steps below: Click on the
Appointment Reports Icon in the tool bar: %
You can also use the Scheduling Reports App on your App Bar to access these.

The Screen Below will appear:

& Schedule Report O X
Task Edit View Help

Person Resource Location Eligibility Requestlist Medical Necessity Benefits

Report:
Appointment Day Sheet (Postscript) v

Resource:

IOEH UUS Room 1

Start date: Start time:
2026-Aug-11 : w (0000 :

m
-
Q.
o
o
.
m

End time:
2026-bug11] -2 w |2355 =
Printer:
Copies
1 -
E-mail Print Save As View Clear Close
For Help. press F1 M0129 RNCLERK Tw

Select the appropriate tab (Person, Resource and Location are most often used)
Select the desired report from the drop-down box.

Set filters of resource, person or location.

If appropriate, set start and end date of report.

Select the number of copies to print
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Select printer from drop down box.

Please note — you cannot select the whole site/modality — only can select rooms/techs so will
have to print these individually if you need all the rooms.

Hint: To default printer in all screens, right click on printer in box and click “Set as
Default.” This will stick for the time that the user is logged onto the application.

& Schedule Report O X
Task Edit View Help

Person Resource Location Eligibility RequestList Medical Necessity Benefits

Report

‘ Standard Resource Appointment List (Postscript) v
Resource:

‘OEH CT MAIN

Start date: Start time:

2026-4ug-0¢ : w |0000 :

End date: End time:

2026-4ug-04 : - |2355 :

Printer:

Copies:

E-mail Print Save As View Clear Close

For Help, press F1 M0129 RMCROCKER Tuesday, August:

Report: Standard Resource Appointment List (Postscript) — to use for daily list for technologists
or clerical when compiling the list for the following business day.
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