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Requests and Inserts

REQUEST For Wait List — No Show

Y Scheduling: Schedulir X
-
Task Edit Wiew Halp
[egak-2-BQ |[#4/UnEB0EI KB40 [0d[€1 8877 [[He|zz|aa v
| EtzEe s R |esspuaBERE
" Name: SCHI 1%
Person Commets: :
e Name: SCHED, M... Home Phane: [902) B59-8622 MAN: 00000705
2007 Gender: Female
Person Camments: G Buziness Phane: Age: 42 Years
E July chedule
M 2 SCHED‘ MAGGEIE Scheduling Ciiteria | 5ummary| Genela\' Deta\\s' Dldels' Guide\ines' Nal\ficatmn' Conversation Surnmanes' Elighiity 41 * | i
ujgs ¢ = % Agthma Cl QEH
2 9101112 ~Appointment dat Recur
& R ted dat 3 ¥ A
16 17 18 19 equested date range: [2007i03 EEI [po07 g2 EE' e
223242528 € Requestin =] IDays LI From IZUDNuI-DZ EB
— equest
B3N 12 :
| Mon | Tue | wed | Thu | Fii Sat Sun
56 7 848 Insert
—Appaintment tim
& Time range [o730 E [te:0 E -
€ Time restrictions: IAM Only ;I -
i~ Request ist
Al request lists: Selected request lists:
Asthma Clinic Mo Show a » Asthma Clinic Queue
CH Mo Show ﬁ l_I Asthrna Cliric Wt List
CH Queue 4
CH/ait List —I
ECG SMH
Endo No Show pellica
Endo Ougue T
¥ Shaw &l
2 F
v
0K Cancel
r 4809

=

@oched...  w | wF W% oLlu alllE 8:00 AM

Request button to the side of the WIP is for putting a patient on the wait list or the no
show list or checking on a queue coming over from power chart.

Go to appointment tab and fill out the information in the accept format the appointment
type, location, person and all required fields. Move this information over to the Work In
Progress. Click on “REQUEST TAB” information box will populate you can choose
date, time, day range. Tab to Request list box and choose from the field the department
and pick wait list or no show from the field and double click and move or use arrows and
this will populate in the “Selected request list. Click OK

When time comes available go to the “Schedule inquiry eye” or “Request list Queue”
choose the department and the wait list or no show list click find , highlight the person in
the box where the information populates and R click and go to Complete request or
Schedule and complete information of date and time.
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Fill out required information in the accept format and move to WIP this will be used if
an appointment for example is booked at 0730 and you want to put another
appointment at that time you can Click the tab INSERT and the Insert box will
populate put in the time required and click ok and the appointment will either appear
beside or move the previous appointment down. Click confirm and fill out the
required information.
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