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Logging into Cerner Application

1. For users with single sign-on: Click on the “2018 Cerner App” on your desktop. If
you encounter any problems, call the Help Desk at 620-3600.

&

2018 Clinical
Informatio...

2. This is the window you will see. This screen will auto-populate with your username
and password. “Click Log In”.

== ocERrRrMaErR
CermerWorks

3. The user will then have to input their ISLAND_HEALTH domain username and
password in the appropriate fields and click Log In.

They will then see the appropriate folder icons for the solutions they have access to.

| [E] Welcometo CemerWorks! % | =+

citrbaweb-nenprod/Citris NonprodWeb/
of PELSSL VP... =% Health PEI | @ Unicentre | 5] PROD | Mon-PROD @ Groupwise W& httpsi//eservice.ucem.... Moc

[2h Most Visited @ Getting Started [Ld Province

A [ [ - )

— e “ L= 0P

AppBar B0129 Bedrock B0129 Cerner Program FirstNet B0129 IssueCollector BO129 PEISCDCTX12 BO129 PowerChart B0129
PEIS_CD PEIS CD Files BO129 PEL.. PEIS_CD PEIS_CD Support Fo... PEIS CD

4. Now Double Click on the shortcut for the appropriate Cerner solution you will be

working on.
(Double-click on the App Bar)
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Scheduling Icons
Scheduling Icons will assist in performing some of the scheduling actions.

Button Action
| Appointment View - Opens the Appointment View dialog box so
you can view details associated with the appointment.
& Appointment History View - Opens the Appointment History View
dialog box so you can view details associated with the appointment.
= Appointment Inquiry - Opens the Schedule Inquiry window so you
: can launch a person, resource, or location inquiry.
] Request List Inquiry - Opens the Request List tab of the Schedule
Inquiry window so you can launch a request list inquiry.
= Appointment Report - Opens the Schedule Report window so you
can print person, resource, or location schedule reports.
View Lock Status - Opens the Locks Held By dialog box to display
(& pending appointment information, which is locked in the system by
you.
tl Decrease column width
R Increase column width
T Decrease slot size
= Increase slot size
&, Zoom in
a8, Zoom out
Person Management - Opens the Person Management application
& to search for a person in the database or to add a person to the
database.
Charge Review - Opens the CS Charge Viewer window, from which
& you can view or add charges that have been submitted for the

person.

PM Launch - Opens the PMLaunch application. Select the
conversation you want to launch from the list in the Available
Conversations dialog box.

Show Allergies - Opens the Allergies dialog box, in which you can
view, add, or modify allergies for a person.
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Button

Action

[

Check In - Checks in the person scheduled for the appointment.
When this option is selected, the Check In dialog box opens.

1]

Check Out - Checks out the person scheduled for the appointment.
When this option is selected, the Check Out dialog box opens.

Verify - Launches an inquiry on insurance coverage for the person
scheduled for the appointment to verify eligibility of the medical
service to be provided. When this option is selected, the Verify
dialog box opens.

Lock - Locks the appointment so others cannot perform actions on
it.

Unlock - Unlocks the appointment so others can perform actions on
it.

& | W

Shuffle - Opens the Appointment Shuffle Criteria dialog box so you
can shuffle scheduled appointments.

=

Refresh - Updates the displayed information to reflect changes in
the database.

Exit - Closes the Appointment Book.

Bl | &

Confirm - Opens the Confirm dialog box so you can confirm the
appointment.

#F

Contact - Records the date and time of any contact made with the
person scheduled for the appointment, as well as allowing you a
place 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 dialog
box.

Modify - Opens the Modify dialog box so you can modify the details
associated with the appointment type.

Reschedule - Reschedules the appointment. When this option is
chosen, the selected appointment is moved to the Work In-Progress
box so it can be rescheduled to the appropriate time and resource.

Hold - Changes the status of the appointment to hold.

Cancel - Cancels the appointment. When this option is selected, the
Cancel dialog box opens so you can enter the reason the
appointment was canceled.
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Button Action

No-show - Indicates that the person scheduled for the appointment
T did not arrive. When this option is selected, the No-show dialog box
opens so you can change the status of the appointment to "no

show".
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Appbar Customization

If you are unsure of whose appbar is in use, place the cursor over the Gicon. Doing
so reveals the Appbar’s Username.

1.Right-click on the Appbar to reveal options. The following menu appears:

Suzpend

Change User. ..

Auto Hide
Alwaps On Top
Allow Flaating
Large Buttonz

Help...
About Cerner AppBar...

Suspend: When you step away from the terminal for a period of time and do
not want another user to open applications during your absence

Change User: If the previous user has left and you want to log in under your
own Username select this option

Auto Hide: Selecting this option “hides” the Appbar when it is not actively
used. Moving the cursor to the area of the screen where the Appbar resides
will reveal the Appbar again. To “undo” this option, right-click on the Appbar
and re-select the Auto Hide option

Always on Top: Selecting this option causes any other application open to
not cover the Appbar. Attempts to “Maximize” application screens will
maximize around the Appbar, not cover it. To “undo” this option, right-click on
the Appbar and re-select the Always on Top option

Allow Floating: (| WOULD USE THIS ONE) Selecting this option allows you
to move the Appbar to various locations on the screen. To “undo” this option,
right-click on the Appbar and re-select the Allow Floating option. This “locks”
the Appbar into one place on the screen.

Large Buttons: Selecting this option increases the size of the icons on the
Appbar. To “undo” this option, right-click on the Appbar and re-select the
Large Buttons option.
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(?"
2. Clicking on the Q icon reveals more options, some of which are repeated
from the steps mentioned above. The following menu appears:

Suzpend

Charnge Uzer...

Change Fassword...

Applications. ..
Customize. ..

Auto Hide

v Alwapsz On Top
Aillowy Floating
Large Buttaons

Help...
About Cerner SAppBar...

E =it

e Change Password: Should not be used unless otherwise specified.
Changing passwords frequently increase the chance of not remembering it!

e Applications: Selecting this option allows you to view applications for which
you currently have security to access.

o Double-clicking on the ED icon reveals more information regarding
applications you have access to.

o Double-click on the g icon to reveal all applications for which you have
access.

o Double-click on any one of the :l icons to open that particular
application on-demand.
o When finished, click “Cancel” or click on the “X” button in the upper-right
corner of the screen.
e Customize: Selecting this option allows the user to choose Launch Bar
States previously described in the above steps.

o Click on the | Buttons | tab. This tab allows you to add/remove icons from
your Appbar by clicking on the open box next to the application name.

o Once you select the desired applications, you can arrange those
applications in any order using the “Move” arrows.

o The “Insert Space” option allows you to spatially separate icons on the
Appbar according to how you choose to separate them. You can insert as
many spaces as desired.

o When finished, click “OK” to save changes. To exit without saving, click
“Cancel.”
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Scheduling Appt
m Book

CACEEY XN

1. Click (single) on the Scheduling Book Appointment Icon
2. Scheduling Book Appointment opens, click on the Appointment tab or Bookshelf tab
if you are choosing a book.

Version: May 2020 Scheduling Manual Page 10



User Preference Setup

Within the Scheduling Appointment Book solution there are several options which are
set at the user level. This means that these options must be completed by every user

under their user name. After completing this step one time, the information need not be
entered again unless changes are made.

Demographics Bar

1. Click the View option in the tool bar and highlight demographics bar.

Task Edit Help

ﬂ@ Toolbarz hkﬂ|ﬁ%|ai

Demographics Bar

k‘? Ay ailability Bar
— 1 Statuz Bar \
|II v Small Buttons \'3'\|"~S Appaintment I
|I| Large Buttonz
Su Mo - FAppointment Type:
——— Lancels
2B 27

Reschedules
2 3 Or-Hold Appointrments  [Appointment Location:
3 10 Ermpty Schedules

16 17
Refresh Ferzon Mame:
23 24
n Optionz...
— EEfmiEe..

2. By selecting this option the demographics bar will appear and will display patient’s
name, MRN, age, DOB and gender. You can also Right Click on the demographic

bar and properties will appear and you can choose what fields and color you would
like the bar to be.

@l Scheduling: Scheduling Appointment Book
Task Edit VWiew Help

A M UES el ddle R

M| T e | @ FEER o0& 8ed]

% |
MRN: DoB:
Name:
Age: Gender:
R 2002 ]| 8ooks Appainiment | \ ork in-progress:
[ June (|
Su Mo Tu We Th Fr Sa | | Appointment Type: N 2] b b |
% 27 28 29 30 31 1 [l [ -] Net
23 4 5 B 7 8 “Appointment Location:
9 10 11 12 13 14 15 I = o]
(IR B -2 S blergies
23 24 25 28[27 28 23 [
™oz 3 45 6 I
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Availability Bar

1. Click the View option in the tool bar and highlight availability bar.

&l Scheduling: 5cheduling Appointment Book
Tazk Edit Help

‘i’lﬂ Toolbars r
v Demoaraphics B ar
K?

Statuz Bar

v Small Buttons
Name:

me: Large Buttons \

Cancels -
(<] Feschedules oks  Appaintment ]
(4] On-Hold Appointments
Su Mo ° Emplty Schedules fAppointment Type:
Refrezh
2 3 . FAppointment Location:
Optionz...
9 10
1 E 1 ? T L= [=5=J =T o
FPerzon Mame:
23 24 28 2B 2F 28 A9 |
a0

2. The availability bar will show through color coding whether there are resources
available for a particular day/week Yellow =available; Black=unavailable.

T =
Lok Edt View Help
4 & [ NN TEah| eFdia
A2
MRH: DOB:
Name:
Age: Gender:
K] 2002 Books Appoiniment Work inprogress.
a June 01
Su Mo Tu We Th Fr Sa | | Appaintment Type: o e 12
1 U J Mext Q
2 3 4 5 6 7 8| |-Appointment Location:
910 1 12 13 14 15 | T = Clear
CERTARCIRE R T -3
23 24 2% (27 ;3| [ :
30 ‘ I E] | e |
E| Thursday, June 27, 2002 | Fiiday, June 29, 2002 Monday, July D1, 2002 [ Tuesday, July 02, 2002 Wednesday, 032002 | |
06/27/2002 K A |
start| | o] & 3 [ ] B =) =2 & Home...| @ctrix .|| weever... [Blsent.. | Satocal .| Errain... | Funw... | |22 s:z0am
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Preference Options
1. Click View in the tool bar and select options.

&l Scheduling: 5cheduling Appointment Book

Tazk Edit RAERE H
dj [ | loobars ' eaaaeE
v Demographics Bar

k‘? v Aailability Bar
I Statuz Bar

_ + Small Buttons

Name: Large Buttonz
Cancels
|I| Feschedules oks  Appaintment
[«] Or-Hold Appointrments
Su Mo °~  Empty Schedules fAppointment Type:

26 27 Refresh

‘Appointment Location:

3 10

[EEtammizes..
16 17 =—r——r—er—r

Perzon Hame:

23 24 5 ;|27 28 29 |
|1 2 3 4 5 6

2. This will bring up a series of tabs that will be reviewed one at a time.
Dptions (2] %]
User Defaults I.-’-‘n.ppointmentl Navigationl Detailsl .ﬂ«llergiesl Confirml Checklnl Check DutILIL
Drefault location:
I |

— Default Appointment Type

[T Default Appointment Type Synorwmm

= Mo Default &ppointrment Type Sunorymm

| Default &ppointment Type Synomgm: I |

&ppointment scheduling range ———————— Appointment detail figlds:

Appointment Type
Appointment Location x* |

[0 =
P M
Draps in future: Ilj _I; srean Hame ¥ |

Dapsz in past:

™ Allow multiple Appointment Location values
Upah mowve to the Waork in-progress, expand the tree ta level [Default = Raole):

IFh:Ie ;I

Amount of inactive time (in seconds] before automatically refrezhing request lists and gueries:

Ok I Cancel
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User Defaults

User Defaults |App0intment| Navigationl Detailsl .t’-\llergiesl Confirml Checklnl Check Dutl;l_’

Default location:
I | L
— Default Appaintrient Type
I~ Default Appointment Tupe Synongmm 2.
= No Default Appaintment Type Sphanym 3
€ Default Appointiment Tepe Synorym: I ] |
—Appointment scheduling range——————— Appointment detail fields:
o i " Appointment Type
bR I F= Ilj = Appoirtment Location x: |
Bl i s 4 - Perzan Mame 5
I~ Allow rultiple Appointment Location values B
Upoh move to the Work in-progress, expand the tree to level [Default = Role):
IHDIe ;I I
Amaount of inactive time [in secondz) before automatically refreshing request listz and queries:
[o =
4.
aK I Cancel |
1. Default Location can be chosen from the drop down menu. This function would be

used if a user schedules consistently for one location, i.e. the RAD department.
Default Appointment Type Synonym can be chosen by selecting the radio button

Appointment Synonym can be selected from searching in the box for the desired
appointment type. This option could be used if a user consistently schedules one
appointment type and would then default into the appointment type field.

Appointment scheduling range refers to the time frame that the system will allow
the user to schedule. By setting at 0 and 0, there is no restriction.

Appointment Detail Fields are the 3 set fields that will always appear at the top of
the appointment tab. This option allows you to determine what order these will
appear in. For example, if you select the Appointment Location first, only the
Appointment Types that can be scheduled for that location are listed for selection.

Work in-progress, Expand the Tree will determine the levels that are displayed in
the Work In-progress window. Default is Role.

Allow multiple Appointment Location Values will allow multiple location values in
one booking conversation. This also allows for the Suggest option to return all
available appointments across multiple locations.

Request List Update time is set here in seconds and will determine the amount of
time between updates of the queue.
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Appointment Tab
options &k

Uszer Defaults  Appointment ] M awigation ] D etails ] Allergies ] Comfirm I Check In] Check Out | 4| »

I+ M ark gualifying days on calendac

Health plan check

4 1

Dizplay future requestz/appointments

.

Dizplay extended conflict details

1

bl aintain focus on pending appointment during rezchedule
Perzon/E ncounter preferences

[ Display person zearch encounter windows

[ Usze best encounter filkers

[ Add perzon and encounter

v Allow add encounter

W Always display PR Organization dialog when adding encounter
Alvwaps dizsplay Schedule dialog when scheduling inko

[ Discrete slots

[ Contiguous slots

Flex Form Defaults. .. |

Ok I Cancel |

1. Mark qualifying days on calendar: When selected this will result in days on the
calendar that are open for an appointment to be scheduled to be bolded.

2. Health plan check: Checks to determine whether a patient has a health plan, does
not specify what health plan it is.

3. Display future requests/appointments: If checked this will populate a box that
displays the future appointments for a patient.

4. Display Extended Conflict Details box  If checked the Conflicts dialog box
should be opened when booking conflicts occur to expand the ability to resolve
conflicts. If not selected, the Booking Conflicts dialog box is displayed.

5. Maintain Focus on Pending Appointment If checked this option will return focus
to the pending appointment, once you select a resource or role in the Work in
Progress box, after you have moved away from the pending appointment. In the
absence of a pending appointment the focus returns to the previously confirmed
appointment.

6. Display person search encounter window: If checked, this will bring up the
encounters that a person has when a person search is done.

7. Always display PM Organization dialog when adding an encounter: If checked
this will bring up a box in which you can select the organization from which to launch
a conversation.

8. Always display Schedule dialog when scheduling into discrete/contiguous: If
checked, this will cause the schedule box to come up and populate if you are
scheduling an appointment into a discrete or contiguous slot (depending on which
you select).
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9. Flex Form Defaults: Once this button is selected, a box comes up in which you can
select the Flex Forms (PM conversations that you wish to occur when you complete
actions of View Person, Modify Person, Add Person, View Encounter, Modify
Encounter, Add Encounter, and Cancel Encounter. THIS IS DONE BY THE
SYSTEM

Navigation Tab

UserDefauItsI Appointment  Navigation IDetaiIsI .ﬁllergiesl Confilml Checklnl Check Dutl 1 I ’I

Default bookshelf:
|Radiology Bockshelt |

Default book:
INucIear Medicine ;I

Toolbar preferences
Murnber of itemns ba retain in most recently displayed list:

= Home button returns to current date

I Back/Forward buttons retain date contest

k. I Cancel |

1. Default Bookshelf list - Enter the name of the resource bookshelf to be displayed
as your default bookshelf. There is a list available to assist you in selecting a
predefined bookshelf.

2. Default Book list - Enter the name of the resource book to be displayed on the
bookshelf as your default book. There is a list available to assist you in selecting a
predefined book.

3. Number of Items to Retain in Most ...spin box - Select the number of items you
want to be retained in the Back list.

4. Back/Forward Buttons Retain Date Context option - Select this option if you want
the Back and Forward toolbar buttons to dates as you navigate with the calendar.

5. Home Button Returns to Current Date option - Select this option if you want the
Home toolbar button to return you to the current date.
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Details

l LlserDefauIts] fppointment  Details ‘.-’-‘xllergies] Eu:unfirm] Eheckln] Check. Elut] Pt ToolBar 4 | *

Murnber af vizible rows in multiple value accept list:

e =

1. Number of visible rows in multiple value accept list: If you have a field with
multiple selections, this lets you set how many are viewable. The default is three.
Please leave at 3.

Allergies

Uzer Defaults] .-'-‘-.ppaintment] Detaillz  Allergies l D:nnfirm] Check In] Check Dut] Pk TDDIEarLI_’l
v Dizplay Allergiez buttan in Appointment tab
Auta dizplay Allergies dialog for status of
[ Allergies Mot Recorded

[ Mo Known Allergies

[ Allergies
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1. Display Allergies button in Appointment Tab

I§l Scheduling: Scheduling Appointment Book

Task Edit Wiew Help

d M=% E3 Kk |ea | dd @B

r»4+||+|zf|qq|@g

Books Appointment |

warl

F.AD

*Person Hame:

j ;I Hove ¥ |
J Mext |

|Jone,u, Erin |

*Diagnosiz from prescription

_I Clear |

A
hd|

/]5;09;2002

XH| 2002 1
KN May [
Su Mo Tu We Th Fr 5a
28 23 30 1 2 3 4
5 6 7 8,9 10 M
12 13 14 15 16 17 18
19 20 21 22 23 24 25
2B 27 28 29 30 31 1
2 3 4 5 B 7 8

7:00 AWM

7:05 AM

710 AWM

715 AM

7:20 AM

7:25 AM

7:30 AM

7:35 AM

/

2. If they do not have allergies recorded, the button will be gray with “ANR” on it.

Wwork in-progress:

j;l Move}l

3 4 *Person Name: J Mext |
o n Jolley, Erin Lea

7l | e |
M 25 *Diagnosis from pn ip ——

Hl 15 Allergies

Qispla}l:lAII Reactions

j Fertam Heverse
Alleray Eheck

Mark All S hown l’Mark Selected as
R

a5 Reviewed eviewed

4

Display... 3

Add Mew... 3
Todifi..

YiEw..

wiew Histans af..
Eaneel..

Ifark s Hewviewed

D..I Substance | Category | Fieactions | Seve;ityl Type | Cl Est}{ | Feaction 5. | Updated By | Source | Fe

| 2

[Etieck [nteraction

FEreferences...

oK. | Cancel |

3. By selecting options under Auto Display Allergies the allergies box will

automatically display if the checked options are met, i.e. if the patient has allergies

recorded, allergies not recorded and/or no known allergies.
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Confirm

Uszer Defaultsl Appuintmentl Navigatiunl Detailsl &llergies  Confirm | Ehecklnl Check Elutl 1 I 'I

[ ilways create new encounter when required

v Always display Canfirm dialog when confirming appaintments

Following appointment confirmation

™ Return to previous appointment book. display
" Feturn to current date and default appointment book,

% Maintain focus on last confimed appointrment

Ok, I Cancel |

1. Always create new encounter when required: This allows you to force an
encounter to be created when an appointment is scheduled.

2. Always display Confirm dialog when confirming appointments: With this option
checked, you can view the confirm box, which displays the preps and appointment
information.

3. Following appointment confirmation:

a. Return to previous appointment book display. Select this option if you
want to return to the previous appointment book after confirmation.

b. Return to current date and default appointment book . Select this option if
you want to return to the current date in the Scheduling Appointment Book
calendar after confirmation.

c. Maintain focus on last confirmed appointment. Select this option if you
want to remain on the currently confirmed appointment. This when
check gives good information on the appointment. Please check this
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Check In Tab

Uszer Defaultsl Appointmentl Detailsl Allergiesl Confim ~ Check In | Check Dutl Ptd ToolBar 4 I L4

[~ #lways create new encounter when required

Check In warning range (in minz. |: 1

3

FElex Formorers

bs...

()8 I Cancel I

1. Always create new encounter when required: By checking this option the
scheduler must add an encounter upon check in. DO NOT CHECK

2. Check in warning range: This option identifies the time frame that the system will
allow you to check in a patient without giving a warning. The system automatically
defaults it to 24 hours (1440 min). Cerner recommends this to be set at 1440.
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Request Criteria

B Scheduling: Scheduling Appoin _ &3 X
Tack Edit Wiew Help
el = » o e | s e = - = . P
J*Back""ﬁ : 5 e ||@=qu’ﬂzf@
Options ? X
[mo|szaa]| b8 E G ER
Nawgalmn'Dela\ls'AHelgies'Confilm'Chack\n'EheckDut HECIHESW”[E”E' Afr
Name: Request date rang: DOB:
Person Comments: Busiess : o _I
€ Infinite: days in dati
o T o EODkSlA\ Infinite days in date range:
[ June Dl Schedule
Su Mo Tu We Th Fr Sa Default time range: 0730 E 1800 E ot
- orfifm
7MW AW 12
456|789 Disfaued days of wesk I Mon | Tue | Wedl Thu | Fri Sat Sun Beeu
01112 13 14 15 18 Sugaest
17 18 19 20 21 22 23
24 %% % 27 28 NH AN M
1 2 3 4 6 6 7 Irrsert
Al
C o3 "
JX(07:30
€£L|07:45
§:|08:00
1(08:15
Il Gl
¥:|08:45
|:§:/09:00 |

For Help, press F1 PROD (CIKNOX |2007-Jun-06 |15:00

21 = |8 .. F2(~  Deskiop w4 Ol U alt e 3:00 PM

e Set the numbers of day in date range at 30

e Default time range at what time you would like an appt to start for suggest
scheduling . Example Endoscopic day starts at 0730 set the time for 0730 to
1500 when the last appointment is scheduled for.

e Default the days of the week for a five day work Monday thru Friday
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Book Settings

Book settings determine the view of the appointment book. They can be accessed by

right clicking in the appointment book and selecting “Book Settings.”

| Scheduling: Scheduling Appointment Book
Task Edt Wiew Help

X

A | E B D2 a2

Her T ilaa|@E R | nsspa ¥

il start

J & ] H SBeiraars | Inhnx-Mml (3 My Doru. . | ) 5creen 5., | Bnteliniet | € User Fol... <& JB26wing...

Proportional View: Allow the user to see all of the breaks in the day; the times are at

the left hand side of the book.

1l Scheduling: Scheduling Appointment Book
Task Edt Wiew Help

(x5 2002 [v] Bonks Appnmtmer\tl Work in-progress:
] May [ =l Sohiedule
Su Mo Tu We Th Fr Sa =] M
—_— Confiim
2 2 0 1 2 % 4| |+Person Name: e | |
56 7 8|8 10 11 [ictey. EinLea _I Eecur
12 13 14 15 16 17 18 Gl |
“Diagnosis from prescription Sunges
wamman 1| i .
5 Fiequest
2 3 4 5 8 7 8 = [
05/09/2002 Y|
+A:[7o0am Actions ’
4| zo5am
Kl F0am A UEwEppaTE:
e am Bl Fequest
- G Aeguest
(=20 AN Feimaye Heguest
Efe| =S RecurAppatitment
N NEET
X[735am Inguiy ’
X Beport »
X za0am e 0
O] 745 AM Applications 3
et Ferson y
4| 755 am Slots y
| e:00 amM Resources »
4| e:05 am —
v p{ALEL] Teadne. | O e
of;| 13 AM Properties. WEek:
Jls20am Morth
J|s25am
| s30aM
X 83mam
3| s40aM -

L s an

5=

W IhEecad kA endd s B e = jaa | dpFRek [ cssaawe|

MRN: DOB:
Name:
Age: Gender:
[0 2002 [>]] Books | appeintment | Work in-progress:
Ld May (| Sehiedile
Bookshelf - Crittenton Open —I

TR

Su Mo Tu We Th Fr Sa

L

22 25 ;0 1 2 3 4

5 B 7|8 9 101 = =

12 13 14 15 16 17 18 gle|2

19 20 21 22 23 24 25 ERE
= |=

% 7 2| 29 3 AN

2 3 4 B B 7 8

Select

T Carfirn
Eecur

D

FiEquEst

[ wednesdan Mays, 2002 | Thursdlay, May 09, 2002

Friday, May 10, 2002 Monday, May 13, 2002

Tuesday, May 14, 2002 |

Mammo Room 1

05/08/2002 - Mammo

ABBI Room

Abaliiiill
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Non-Proportional Single-Day: Appointments line up next to each other regardless of
time, view is symmetrical. Times are seen when user clicks on slot.

Kl Scheduling: Scheduling Appointment Book [_[F]x]
Task Edt Wiew Help

9| hEesrET EA o ddl €

X

M T e |FHFEOR|[0saPa K|

MRN: DOB
Name:

Age: Gender:
(x5 2002 [v]] Bonks | Appointment | Work in-progress:

] May [
Su Mo Tu We Th Fr Sa
%W 12 3 4
5 5 78 9 1071
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 24 30 3!
2 3 4 B B 7 B

NN

Flurosoopy
1P
Utrasound
M Med
Prostate
Aburn

Bookshelf - Crittenton Open

Select

el
" Confirm
Eesr

s,

Fiequest

Thursday, May 09, 2002

Friday, May 10, 2002

Monday, May 13, 2002

Iil Wednesday, May 08, 2002

Tuesday, May 14, 2002 | R
|

05/08/2002 - Mammo

Mammo Room 1

ABBI Room

A |

il start |J & & < H fejraars Buml Inbux'M\cml ' J826wings | MicrosoFtEml Blmeelinet

-l
|[@ iy cr... Epccumentz...| [BEIH% @ . nsaem

Book Properties
These are accessed by right clicking on the book, selecting book settings then

properties.

8 5chochin: Schoulng Appomiment o ———————— e e
Tssk Edt Yew Hep
dinEeraawajcalsden|i]s a2 as|sadba v
MRN: DoB:
Name:
Age: Gender:
3] 2002 Do Bocks | Appointment Wtk inprogress
May Sohedule
EIM“ Tu We Th Fr EI Bookshelf - Crittenton |0 Oeen |
w12 34 3 Sefect Confirs
5 6 78 3 0M P

12 13 14 15 16 17 18
18 20 1 22 23 24 35
26 27 28 23 30 3 |
2 3 4 85 B 7 8B

Laboratory
Sleep Certer

5
L
S
£
H
=
=
5
T
=S

Ginin
Flequest

\wednesdap, May 08, 2002

Thursday, May 09, 2002

Friday, May 10, 2002

Monday, May 13, 2002

q =

05/08/2002

Tuesday, May 14, 2002 | ,
J

A

7:00 AWM
7:05 AM
710 AM
7:15 AM
7:20 AW
7:25 AW
7:30 AWM
7:35 AM
7:40 AM
7:45 AW
7:50 AWM
7:55 AW
8:00 AM
8:00 AM
8:10 AM

[EXXEX]
IEEEER]

[XEEXEXXENEEXEEXZERENRX)
IEEEEEEEEEEEEEEEEEEERE)

Aclions

et e Aopaittment

BookFeguest
Gt Rl
Rl
Fieour ppoirtment

Inguiry
Repott

Applications

Peison
Slots
Fesources

View >
Date and Time.

— ¢

f

For Help, press F1
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General Tab

Appointment Book Properties [ 7] <]

General | leans I Fonts I Wiew - Proportional. Single'dayl

— Wigible day rang
EBedin time: End time:

f =
— Tooltips —| 1 2

¥ Display tdompeTor
|1U _I; seconds

— Display field;

Person o
Appaintment type scheduled as

Appointment location
Requesting provider
Reazon for appointment LI
Appointment state LI

Primary order

Appointment duration

Person age 3

Person birthdate LI
—

1. Begin Time: In military time this determines the time that the appointment book will
start, this crosses all books and bookshelves.

2. End Time: In military time, this determines the time that the appointment book will
end, this crosses all books and bookshelves

NOTE: |If there are any slots beyond the time designated, these will not be
visible on the books. However, by using suggest, you can still schedule
into them.

3. Display fields: These are the fields that will show in a scheduled appointment on
the books. By clicking the up or down arrows, you can change the order in which
they are displayed.

Icons

By selecting any of the icons listed, a symbol will appear if the criteria is met. Ex. Slot
Icon-if Comments is checked a bubble will appear on the slot if comments are entered.
Ex. Appointment Icon- if allergies is checked, an icon will appear on the appointment
scheduled if the person it is for has allergies.

Appointment Book Properties [z 1 =]

General Icons | Fants | “iew - Proportional, Single-day |

Sloticons:

<= Comments

€ information

[ & Locks

0y Fislease Times il

Appointment icons:

€3 slegies =
A Pending Confirmation
2 Protocol
OO Comments |
[ = Eligibility Status Ambiguous
I Eliqibility Status Deried LI
14 Eligibility Status Eror

EI@ Eligibility Status Pendingsnknown

T 16 E liaibility Status Werified LI

Ok I Cancel
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Fonts Tab

Fonts as they appear in the appointment book can be changed using this tab.

Appointment Book Properties HE
General I lcons  Fonts IView - Propartional, Single-dayl
Font... | Diefault |
M5 Sans Serif
coen |

View Non-proportional Single-day

This tab is available if the Non-proportional Single Day view has been selected

Appointment Book Properties HE

Generall |cons | Fonts  “iew - Mon-propartional, Single-day I
[~ Display binder 1
Time interval:

5 'l 2

Calumn width [in DeTsT

& Custorn width: 200 = 3

= Size tafit all, with minimurn width: I _Ij

" Size tofit all

|

Display binder: By checking or un-checking this option, the binder on the left side
of the appointment book will be visible or not.

Time interval: This option determines the increments of time in the slots and is
shown in minutes.

3. Custom width: This option determines the width of the slots under the resources.
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View Proportional Single-day

Appointment Book Properties HE

Generall lcons | Fonts  “iew - Proportional, Single-day |

[¥ Digplay binder

Time interval:

R

Column width [in p
* Custom width: 180

" Size to fit all, with minimum width: I _Ij

= Size tofit all

Start displap at:

E I~ On curent date start at curent time

Cancel |

Same as View non-proportional single day.
Same as View non-proportional single day.
Same as View non-proportional single day.

You can set the time and day that you wish to display when you first log on to the
application.

pwnpRE
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Appointment Scheduling

There 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.

Drag and Drop Method

The drag and drop functionality is a quick and simple method when scheduling single
appointments, especially when it is easy to locate available slots with minimal
searching. This method works best when scheduling areas which are not booked out
far into the future.

1. Open the Scheduling Appointment Book application (Schapptbook.exe).

2. Click the book you want to open (the book will be highlighted) and then click
“OPEN” to open the book. (You may also double click the book to open it.) Or,
click on the Bookshelf bar and select a new bookshelf.

+ login.rbs - Citrix ICA Java Client

S5N: MRN: DOB:
Name:
Home Phane: Age: Gender:

] 2000 L] Books | Appoiinent]| Work InProgiess:

[f]  December [3] 5 Seliedule
SuMo TuWe Th Fr Sa e

e i
BN R Select

3 4/5 6783 EE
1011 12 13 14 15 16

IR ERER- T ezt
UB/HT BN N

3123456

12/5/00

-~
4 6:30 AM
| 645 AM
X 7:00 AM
Klrsam

& 730 AM
7:45 AM
I 5:00 AM
/815 AM
8:30 AM
X1 8:45 AM
3:00 AM
9:15 AM

RN TN AR RN xﬂ

rxxx]

3:30 AM |
For Help, press F1 51043 [CERNER |Tussdsy, December 05, 2000 SE54M
i Start| ‘3 Cemerdpps [ Scheduling: Appointm.__ ﬁ|
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iselect Bookshelf
§ BMG Outpatient —IDK

-filfl ' Surgical Services Bookshel
- Center Clinic Book

-fill Center Physicians Group Book
ffm Radiclogy Book

Cancel

3. Click a specific book and then click ﬂl to open the Appointment Book.
(You may also double click the Appointment Book to open it.) Please choose a
date from the Calendar .

4. You can have the location field or Appt type field first or the Person Name field,
this shows us using the person field first , but this is the scheduler’s choice and
this is done by setting your preference . This can be done by clicking on the view
and picking options, under the user default tab and then go to the Appt detalil
fields which displays the three types and put this in the order of your choosing.
The example shown here is with entering the person field first. Enter in the
patients last name and first two letters of the first name.

Books Appaointment |

Perzan Mame:

IGDnzales, tel J

IAnnnmbmant Tuna-

5. Press your Enter key or the ellipses button to search. The Person Search window
will display showing all patients whose name matches the patient information you
entered. Select the appropriate patient and press the OK button.

Please Note: This is set up with Person filed first in the Accept Format; It is
recommended to have Appt. Type first (However it is the schedulers choice.)
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ﬁ Person Search HE

Mame: M arne | SSM | RN | Genderl Birth Datel Age | Phone |
1141970 35 %ears [123]413-2412

Gonzales, te |- #Gonzales, Ted 234123212 000067 Male

MRN:
S5N:

Birth Date:

B

Gender:

I j' FIM MBR | Enc Type | Med Service | Fac@yl Req Date | Disch Date

FIM NER: :ﬂDDDD&l Ermergency Cancer Center  BWMC  11/4/2004 349 AM  11/4/2004 9:55 AM

:ﬂDDDDEB ER Temp  CancerCenter BWwWMC  11/4/2004 3:41 AW 11/4/2004 3:49 AWM
Search | Beset |

oK | Cancel | Preview... | Add Perzon | AddEncounterl tadify |

6. The patient’s name will now display in the Person Name field. If no person is
found Click the “ Add Person tab”. (THESE NEXT STEPS ARE FOR ONLY
ADDING A NEW PERSON FROM NUMBER 6 THROUGH 25) IF NOT ADDING
A NEW PERSON PLEASE GO TO STEP NUMBER 26 AND CONTINUE UNTIL
STEP 41 AND THESE WILL COMPLETE THE PROCESS FOR DROP AND
DRAGGING AN APPOINTMENT.

3|

MAM/PHN: Mo persons found

Last Name:
Scieen
First Name:
Cap

Middle Name:

Gender:

Female -

Bitth Date: No encounters found.

197RIIL2 HB

Histarical MAN:

af: | Cancel | Breview. | Add Person | AddEncaunter| Modify |

7. If available, enter patients Last and first name, DOB and gender. Click on the
Search button.

8. No Persons found will show.

9. Click on the Add Person button
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The Add Person screen opens

[ haamenmn x|
Midde Nome igkname Maden ame Gender D of Bt
[ [ | [Femaie =l ez EE] o
County Ciny. Province/Siats. PoaalZp Code Home Phone N Cell/Pager Numbes
[Fanacs =] [Summersids [PrirceEdwerdisiond =] [eian2 02y 4362222 [
Coumy ciy Province/Stane Poal/Zp Code Tempocaty Phone Hunber _ CellPages Numbas
o] | =0 -
[
=
=]
ox. Cancel

[Feady FROD [REGELERR. {007 Jun? | 1512

10. Complete all required fields.

11. After Clicking OK, user returns to the Scheduling screen.

12. Continue the process of scheduling and you will come to the “Add Encounter
Screen.

Tl Encounter Selection ﬂﬁ

FIH NBHI Enc Typel DischDateI Admit Typel Facilityl Hurse Unit| Encounter Plsn\l PruviderNameI HegDatel Anive [ate

Moy | acdEne || 0C | concel |

13. Click on the Add ENC Button.
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PREADMIT SCREEN OPENS

(Ensure Patient’s Last and First Name, DOB and Gender, fields are completed)

E SETES|
o forForn

A FtHame it Hame
[Echeen e

Msiden Nome son
] [Femae = [i3780u 23 HE B
AN Puinary Lancuace Pakion Chueh

=l = = | =l =l
| Insnercs Testiny | I

2 Ciy ovceStats PostalZp Code
[Conacs =] [oummeraie ot =] [onoe
Business Phons Numbss __ Emai Addiess

H = Huber CelPager Number
i502) 4262222 ]

L o]

Fleady

ax Concel

PAOD [REGCLERK, f007dun? | 1603

14. Atthe top left of the screen, click on the Search for Person Icon

15. A message will appear at the bottom of the screen “Executing search for
person narrow Transaction.”

16. Another message will appear: “You can review the response to inquiry now
by clicking the transaction toolbar button”.

I
e

= x|
Hame Fisiams it e ke o iadon s Dot
[pereen 73 [ [ [Feme = | sz B H"
s st 1o Py [ Reigon o
I I =N el =0 =T =
Palend Infomalion | ncourter nformation | Contacts | | insurarce Tetiay |
Meg Addass
Suee e e Couni oy Puvice/sion PosalZp Cote P ——
I I [Cariacs =] [unmarside [FrrcaEowardisiand =] l_lcmznz (902 436 2222 o) -
P et fodns
L T—
et . o . sy
I I — | ——
P ——
e Pussn Conmart
P
=
|
o =
fiesis P00 [REGELERK R0z | 1613

17. The “Search for Person” Icon top left of the screen presents with a green
checkmark.

18. Click on the Green checkmark (Search Person Icon)
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Search for Person Box opens

‘}‘%‘Search for Person — | I:Ilil

Last Mame | First Mame | Middle Name | Date of Bitth | Gender | Provincial Health Number | Stiest Address | Stest

< | i

ok I Search I Cancel I

19. If your patient is found in this box, click the “Cancel” button.

20. Then click the Cancel button on your Registration screen and cancel the
Transaction and research the Cerner System for your patient.

21. If Your patient is not found in the Search for person box Click OK

Preadmit Screen (Assigning PHN)

pro Admi = x|
as
i Namo Detm Bt o
[raeen G i [Fomete = | [z HE B
e e s f— pstgen ruien
I [ =N =) | =] = =l
| | Cantacts | | Insmance Tastiany w| |
MalboAddess
Sheet s g o —— Pz Cose [ —— CaVPage Huntes
f f [Caaca =] [Summarnis [Pics Cavaimna =] [Cinanz (s02) 4362222 )
Busess Plenetinbes  Ematfces
[ [
e
Street Adcvess Coumntry City. Provance/Siste. tal/ Code. T caty Phoese Number
[ [ I =0 =0 [
e —
[
]
=
ox Cancel

PAOD [REGELERK 007 Jun2 | 1618

22. Click on the Assign PHN Icon top Left Hand screen.
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Following Message will Appear.

This transackion will create a PHM for this patient. Are you sure this patient does not already have a PHN?

Yies

23. Click Yes

24. Execute Assign A PHN Transaction message will appear at the bottom of the
screen and the MRN will populate the MRN field.

25. You have received a response to your inquiry will show as a message bottom of
your screen.

26. In the Appointment Type field, type in the first few letters of your Appointment
Type name and press your Enter key or the ellipses button. The Appointment Type
Help window will display.

Books A&ppointment I Work in progre:
Perzon Mame: Move P |
IGonzales, Ted I Nest |

=Appointment Type:

cta
I 1 Appointment Type Help ﬂ

Appointment Location:

Appointment Tupe
I ol (T Abdomen
= CT AbdomensPelvis

oK I Cancel I

27. Select the appropriate Appointment Type name and press the OK button. The
Appointment Type name will now display in the Appointment Type field.

28. In the Appointment Location field, press the dropdown to select the appropriate
location for the appointment to be performed. Note: If there is only one valid location
for the Appointment Type you selected, then the Appointment Location will
automatically default and you will not be required to select one.

*Appointment Location:
[ =]

B CT

[

RN NNR
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29. If your user preference is set to allow for multiple appointment locations, then you
will see an ellipses button rather than a dropdown in the Appointment Location field.
To select an appointment location with a multi-value field, press the ellipses button
and the Location Help window will display.

30. Select the appropriate location and press the OK button.

Books Appointment | ‘woik in progress:
*Person Name: | Mave b |
IGonzales, Ted J Nest |
=Appointment Type: & Location Help 7 1
[CT #bdoren J
Location
=Appointment Location: EECT
| L] [t

972042

Cancel |

31. Most Appointment Types are built with additional questions to be asked during
the scheduling process (Accept Format questions). Answer the remaining questions

towe b
for the Appointment Type and press the — button to place the event details

in the WIP.

32. The order you selected by double clicking will move to the upper middle section
of the window beneath the patient’s name to show that it has been selected.

33. Press the OK button.

[ Appointment Attributes [ 7]
=% Gonzales, Ted Details Orders |Hesource Llstl Guwdalmasl Appolntmentl Ellglblhlyl Med\calNecasswlyl
% T Abdamen
Gonzales, Ted I *Requested start date and time =
i B =
CT Abdomen wf Contrast
*Priority
T IHoutine j
*Reason for exam
IHout\na J
*Transport mode
o| [ Jwalk |
Optional |Search| Existing Drdelsl me\egasl pd]r P
) Ixxlfxxlfxxxx B EI
CT Abdomen w/ Contrast ) Pregnant
LT Ahdomen v/ Conbast I j
Consulting physician
| |
: A o

34. The appointment information will display in the WIP (Work in Progress) window.

35. Left click on the resource selected and drag the cursor to the slot that will be
scheduled into.
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5] Scheduling: Scheduling Appointment Bool ME B
Task Edit iew Help

Jems-n D || BUREECEI A4 2839 [[He|z2 aa|mr3Han ¥
[e#spma

Person Camments: MRBN: 01-000216 DOB: 1/12/1980
Name: test, cerner
Age: 24 Years Gender: Male

2004 ]| Books Appeintment Work in progress:
August ol
Su Mo Tu We Th Fr Sa
1 2 3 45 6 7
&8[9 10 11 12 13 14 | | Appointment Location:
15 16 17 18 19 20 21
222324 25 26 27 B
I | I T R
5 6 7 8 9101

=T
_Beon |
s |
[

=Appointment Type:
||:r Head

=Person Name:

Ilesl, ceiner

L

|

CT Room 1

CT Room 2

7:00 AWM
7:15 AM
7:30 AM
7:45 AM
8:15 AM
8:30 AM
B:45 AM
3:00 AWM
315 AM
3:30 AM
9:45 AM
10:00 AM
[10:15 AMj
10:30 AM
[10:45 AM
[11:00 AM|

I ETRETERENRY

Rad Visit

[T EEEEEEEEE X2 XXX EXEEXEN]

TR

36. Once the mouse button is released the appointment will show in the slot in a
pending state, which will be denoted by the red books in the WIP.

& Scheduling: Scheduling Appointment Book [_[=]
Tack Edt Yiew Help

ey B || 4IRS EA KRG 2% 8de| M z2]a. |[mosEel ||v

[x]

6& Al a
Person Comments MRN: 01-000216 DOB: 1/12/1380
Name: test, cerner
Age: 24 Years Gender: Male
. 2004 ]| Books Appoinent Wark in progress,
o August o 59 test, cormer Schecule
“Appoi . Move P
Su Mo Tu We Th Fi Sa | | 2ppointment Type: Move 5% CThHead

1 2 3 456 7 |ET Head J Neat =1F Current Schedule Confim

- ewmc

*Appointment Location: (-4 CTRooms Becur
8910 11 12 13 14 ezt st 3 Cear

@ Patient
15 16 17 18 19 20 21 o Suggest
22 23 24 25 26 27 B ANR

“Person Hame:
P Feuest
wmawn o ool comer [=]

5 6 7 & 3 101

8/9/2004 - CT Rooms

>

CT Room 1 CT Room 2
CT Head

I test, cemer

Pending

IR TR AN NN

BIisiiitiiiitiotitaiiiiiioces

5
B
8
3
ES
Lo

37. Click the ﬂl button to confirm the appointment. The Confirmation window
will display showing a summary of the appointment. You will also see any patient
preps associated to this appointment.
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38. Encounter Selection box defaults and click on add encounter. (we will be adding
add encounter on every appointment that is scheduled.) .There will be an
organization box populate, fill out the facility name in the field just enter a couple of
letters of the facility and press ellipse and highlight the name and press OK .

39. The Pre Admit screen will populate and fill in all the required fields. (they are
highlighted yellow) after the required fields are filled in go and click on Encounter
Information Tab, fill in required fields and press OK .

40. Click in the Summary Box.

fill Confirm EHE
MBMN: 000-067 DOB: 17171970
Name: Gonzales, Ted
Age: 35 Years Gender: Male
el Summary IGeneraIl HesuurceVlewl Gulds\lnesl Nullhcalwunl Conversation Surnmanesl ltineraries 4| »
= T Abdomen
BE CT =
M cTreom1eem | | |(GonZales, Ted Med Rec Nbr: 000-067 =
“[¥ Gonzales, Ted Allergies:
Allergies Mot Recaorded
5/20/2005 - 5:00 Ak 30 Minutes CT Abdomen  BE CT CT Room 1
BEMC
Orders:
CT Abdomen wi +wio Contrast
Preparations:
Chest, Ahdomen or Pelvis:
Call the facility at which you are having the exam to see if you are to receive
contrast dye in the e
veing andfor contrast dye that you drink. If you are only having the dye in the
wveing, do not eat or drink anything for 4 hours
prior to the exam. If you are also having the contrast that you drink, do not have
anything to eat or drink for six hours prior to the
exarm (except the dye as directed). In either case, you may take your
redications with 3 small amount of water. You can pick
1 thie mentrnet drinle st Facilibe wan mra hawina wanre avaee on el tla daee LI
Options | Errint. | Frint BN |
4 |+
ak Cancel

41. The appointment will show in the template as confirmed.

CT Room 1 | CT Room 2

7-00 AM
7:15 AM
7:30 AM
7-45 AM
Fiad Visit CT Head
8:15 AM test, cerner
8:30 AM Confirmed
8:45 AM
9-00 AM
9:-15 AM
9:30 AM
9:45 AM
10:00 AM
10:15 AM
10:30 AM
10:45 AM
11:00 AM
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Suggested Scheduling 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 you with date and
time options from which you can select without requiring you to locate available slots
manually. This method is recommended for those areas where available appointment
times are limited and also for more complicated appointments.

Follow the steps from above to fill out the appropriate fields and move your information
to the WIP.

To have an appointment booked to a certain resource (which is usually a physician,
Therapist, or other health care professional. 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.

With your appointment in the Work In-Progress box, click the = *“32&t  pytton to open
the Suggested Schedules dialog box.

4l Scheduling: Scheduling Appointment Book [_[e]x
Task Edt View Help

<A =5 Wl @ 2

M T RE HEREOR|0A0T ||

[EH] 2002 | Bocks Appmnlmenll Work inprogress:
a March =43 Test, Case Manager Scheduls
Su Mo Tu We Th Fr Sa “Appointment Type: j Hove ¥ B Amb
2% 3 % 27 2 1 2 l_ _I o = ner\tﬁchedule i
=2 Main
3 4 5 B 7 3 3 “Appointment Lacation: .5 AC Roam Becur
10011 12 13 14 15 15 EGH Mairl = Clear | Patient
Suggest
R e
- Request
P [Test, Case Manager | =

03/21/2002 - AC Room

-~
[]
|

ambulatory Care (B:00 &M - 6:00 P)
Ambulatory Care
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If you want to specify the date range to be considered when the system suggests
schedules, select the Date Range option. You then must enter the Begin date and End
date to be considered. If you have defined a date range in the Preferences tab, the
dates to reflect that preference will default each time you enter this dialog box.

5l Suggested Schedules [ 2] %] '

| Patient | Appointment Type' Appointment Locati0n| Primary DIder' Scheduled Date/Time I
0 % Thockmerton, Rachael R Head - <-Ray Fi adiology

| ApptDateﬂTimel F‘erson| Appt Type| Hesource| Appt Loc |

| Preferences |

~Appointment [ ate

& DateRange:  [12/05/00 EE' [ot /0401 EE'
<

" Date Restictions: INext 2 Days

I Mon | Tue |Wed| Thu IT Sat | Sun | E:-:ceptionsl

~Appointment Time

' Time Range: IUEUU E |2355 E

" Time Restictions: IAM Orly j

[ Schedule as visit within |1 _Ij IDa_l,Js VI
Clear | Suggest |

k= | NextDayl Clear | Select | (3 | Cancel |

Note:  The first time you log on with a new user account, the number of suggestion
to return is defaulted to 1. You may want to change this to 10 or 15 to get

more than one suggestion.
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If you do not want to specify a date range, but you do want to restrict the search for
available dates, select the Date Restrictions option. After that option is chosen, you can
select restrictions such as "Next 2 Days".

[§l Suggested Schedules

| Patient | Appointment Type| Appointment Location| Primary Elrder| Scheduled Date/Time |
4 %2 Throckmerton, Rachael B Head - ¥-Ray Fadiology

Suggest Criteria |Preferenc:es| E Date ppt Type | Resource | ApptLoc |
~Appointment Date L1 Range

€ DateRenge:  [12/05/00 EEI [er7om /Eﬁ' I

{+ Date Restictions: Mewt 2 Daps / j

Mewt 2 [ ays
Mon | Tue
ut 4 Daps
MeatSQays
~Appaintment Time Mextb D3
Mewt 7 Days

* Time Range: |UBUU H |23\5\ H

" Time Reshictions: IAM Orily
\I\
N Date
[™ Schedule as vist within |1 _|::'|Days "I Restriction
Clear | Suggestl
fiEst | NextDayl Clear | Sielest | (1K | Cancel |

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. If you have
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.

If you want to specify the time range to be considered when the system suggests
schedules, select the Time Range option. You then must enter the Begin time and End
time to be considered. If you have defined a time range in the Preferences tab, the
times to reflect that preference will default each time you enter this dialog box.
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If you do not want to specify a time range, but you do want to restrict the search for
available times, select the Time Restrictions option. After that option is chosen, you can
select restrictions such as "AM Only".

il Suggested Schedules HE

| Patient | Appointment Typel Appaintrent Location | Primary Drderl Scheduled Date/Time

2 % Thiockmarton, Rachael R Head - %-Ray Radiology

Days of
Week

Suggest Criteria |Preferences| I ApptDate:’T\meI Personl Appt Typel Hesource' Appt Loc I

—&ppointrent Date /
@ DateRence:  [127=d” (] [orvoann éEI
" Date Restrictions: INext 2 Days j

Maon | Tue ‘Wed | Thu Fi | Sat | Sun Except\und’,/ Tlme

| ) PR
—&ppointment Time /
£ TineRengs: | A1 E [f300 E
& Time Restichions: IAM Only =;i
Time

I~ Schedule as wisit within |1 j IDays ﬂ

Clear | Suggest |

et | fHEREEY | LClear | Selest | [ | Cancel |

Click Clear to clear the information displayed and default back to the preferred settings
(except for the visit range) or click Suggest for the system to display suggested times
that the appointment could be scheduled. If you previously selected the Schedule as
visit within option, the Suggested Sequence dialog box is displayed so you can specify
the order in which you want the appointment types 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 you have found a suggested date and time to use, click Select. 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.
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Book Request Method

Scheduling with Book Request is helpful for those users who prefer to fill out the
appointment information first and then search for an applicable slot.

1. Begin in the Appointment tab as seen in the previous methods. Click the

, Appointment
Appointment tab button PR |

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

Click the move button — 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).

3. Scroll through the template to find the applicable slot. When the desired time is
found, right click on the slot to display the menu.

[l Scheduling: Scheduling Appointment Book [_[=5[x]
Task Edit Yiew Help
- Bd |adnAecEd kAt ealade || nezzjaa |[mesRes | ®
L ]
Ferson Comments MRN: 01-000216 DOB: 1/12/1980
Name: test, cerner
Age: 24 Years Gender: Mals
3| 2004 | Bosks Appoiniment otk in proguess
~ August 10 test, cormer Sohedile
Su Mo Tu We Th Fr Sa | | Apointment Type: =] ove b [ [ < parum enema
ou e MW Th T 39 | B Erems 538 Current Stheddle Cortim
12 3 4 5 6 7 I —I Negt =} Bwc
8910 1112 1 peons , Location: = é;\:t?;stﬂuums ﬂl
BB AT 1819 2 et = o Sungest
2 23 24 25 26 3 4
2330 31 1 2 | ConfirmAeqest [ _Pequest |
5 § 7 g 9§ - FRemoveRequest |
REclr AEpointment
Havigation 3 8/9/2004 - Fluoro Rooms A
£ e =]
+ Trairy
- Repart
& Applications
[ Persan
o30aM|. Resouces

4. Select Book Request from the menu. The appointment will then be in a pending
state, denoted by the red books in the WIP.
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il Scheduling: Scheduling Appointment Book

Task Edi View Help

s - B ||adhgerEd KA cadde | welsz]aa || moREee v

Cd A HAEWD

Person Comments: MAN: 01-000216
Name: test, cerner

Age: 24 Years

DOB: 1/12/1980

Gender: Male

g F1u 1 12 13 14 Appointment Location: Clear

15 16 17 18 19 20 21 [EuHC] =

22 23 24 25 26 27 28 “Person Name: ﬂ

233031 1 2 9 4 iest, cemer

5 6 7 8 3 10Mn —ILI

8/9/2004 - Fluoro Rooms

- 2004 Books Appointment work in progress
4 August > =% test, cerner
50 Mo Tu We Th Fr 5a | | peointment Type: <] Mowe ¥ 2 @ Barium Enema
| |[BaimEnema = Current Schedule
12 3 45 6 7 I —I Next =) Bmc

@ Fluora Rooms
$ Patient

Schedule
Confim
Becur

Sungest

Flequest

Flouro Room 2

TE|11:15 AW

NN N
o e (w
o8 |a |8, |S
z|z|T|T|2 |2
ESEAEAEAEAES

1:00 PH
1:15 PH
1:30 PH
1:45 PM
2:00 PH
215 PH
2:30 PH
2:45 PW
3:00 PM

BAda s b o b b adiddidbatdbabbabibibialblag

-
|

5. Click the ﬂl button to confirm the appointment and click in

Confirmation window. This will place the appointment in a confirmed state.

Flouro Room 1

3:30 AM
9:40 AM
9:50 AM
10:00 AM
10:10 AM
10:20 AM
10:30 AM
10:40 AM
10:50 AM
11:00 AM
11:10 AM
11:20 AM
11:30 AM
11:40 AM
11:50 AM
12:00 PM
12:10 PM

Colon Banum Enema
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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.

6. Begin by opening the appropriate Appointment Book similar to 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).

f#ll Scheduling: Scheduling Appointment Book [_[=]x]
Task Edit View Help

ewos - B8 [ AIREABLEI KA (22 8d|e | Hez2(ad [WHFRER || W

RN N
Person Comments: MRN: DOB:
Name:
Age: Gender:
1 2004 3] BuukslADng[mentl work in progress.
August Sehedule
L [T Bookshelf - Radiology Book Open
Su Mo Tu We Th Fr Sa T —
mli 1| Select _I
1 2 3 4 5|6 7
B 9 10 11 12 13 14 Eieour
15 16 17 18 19 20 2 T
2 B M/ B A B
29303 1 2 3 4 Hieguest
11

5 B 7 8 9

8/6/2004 - Nuclear Medicine Book

S
E § g =
| 700 AW Copfirm Request }
| 7-10 AM Remoye fequest
I+ 7-20 AM Recur Appointment
|| 730 8M Havig 3
WEAILL] Inguiry »
2| 750 8M el ,
Clsooam|me——————————
N D
2] 8:20 aM »
HEE »
2| 8:402M 3
JUI8S0AM] | pook settings 3
BT
|| :108m
X [o20am
X[ 9:30 AW
K NEETYM =l

Choose an appointment type and fill out the rest of the fields in the accept format.
. Move ¥ | o
Then click the move button 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 state.
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1l Scheduling: Scheduling Appointment Book -[=1x]
Task Edit Wew Help

[emi-»-Ba||AFRFECEI KA~Z(e2 (a8 ¢ |[Hr|zzaa |[arsEan |[®
[psspma

Fersan Comments: MRN: 01-000216 DOB: 1/12/1980
Name: test, cerner

Age: 24 Years Gender: Male
-« 2004 1| Books Appoiniment wfork in progress:

(3] August (| 43 test, cemner Schedule
— - Move o _Schedl |
Su Mo Tu We Th Fi Sa Appointment Typo: _Hove - M Injection

it Inisction . 1 Cument Scheduie Confim
12 3 4 5[6 7 I =l | o o
8 910 11 12 13 14 *Appointment Location:

: @ Injection Ream ﬂl
= Clear @ Patient

15 16 17 18 19 20 21 BEH I~ | Suggest

2232425 26 27 2 | | Porson Hame £

Request
23 H 1 2 2 4 [t cermer Ll

5 B 7 8 910 M

8/6/2004 - Nuclear Medicine Book

Bl L4

test, cemer
Panding

I—

IEEEEEEEEEEEEEEEEEEREEEEEEEEERRERE)

[FEEXEEXERZRXEREXNENZRRENEERERRRRE]

Lo

Click the M button to confirm the appointment and click in the

Summary Box. This will place the appointment in a confirmed state.

Injection Room

740 AM
7:50 AM
8:00 AM
8:10 AM
8:20 AM
8:30 AM
8:40 AM
8:50 AM
test, cerner
3:10 AM | | Confirmed

3:20 AM
3:30 AM
9:40 AM
3:50 AM
10:00 AM
10:10 AM
10:20 AM

Version: May 2020 Scheduling Manual Page 44



Schedule Button Method

As you will see, 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.

. : Appaintment . :
1. Click the Appointment tab pLrElIE | and fill out all the appropriate accept format

fields in the same manner as the previous examples.
2. Press the MOVE button to move the information to the WIP.

Schedul

3. Click the appointment and then click the ﬂl button. The Schedule Box will
open and prompt for the Resource and Default Slot that you wish to schedule the
appointment to.

Schedule - CT Abdomen EE
Resource: oK I
|CT Room 1 BEMLC =l

Cancel
Default zlat; —l

CT [8:00 Ak - 5:00 PR

Tirne:

o

Cruration:

|1_:I Hour(=] m Minutes |1_I Day

[~ Distinguish Setup and Cleanup durations

. QK |
4. Select a Resource and a Default Slot and click to schedule the
appointment. Note the appointment now appears under the resource and in the time
slot previously selected in the Schedule window in a Pending status.
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&l Scheduling: Scheduling Appointment Book

Task Edit Wew Help
| evi-» Bt || EHDS0 B KBL (28 @iFHs S || |5
|mosReeP || esspuaER

EI 2005 |I| Books Appnintmentl Work in progress:
May E-#F conzales, Ted
Eluu TuWe Th Fr Salzl pEctsoniNanEs = MI - CT Abdomen
_ = Current: Schedule
123 4567 [Fories. Ted J el | 7 ee T
g 910 11 12 12 14 *Appointment Type: SR 3T Riooms - BEMC
Clear H ;
[+l Patient
15 16 17 18 19/20 21 |ET Abdomen J —I e Faten
ANR
22 23 24 25 26 27 28 Appointment Location: —
22303 1 2 3 4 I J
56 7 8 3101 5]

572072005 - CT Rooms - BEMC

[ CT Room 1 BEMC [2]

Confi
5. To confirm the appointment click M and the Confirmation window will
display.

. QK | . . . . .
6. Click to close the Confirmation window. The appointment will now

display in a Confirmed status. If you need to go back and change the appointment
date or time you can click cancel and still go back and make the changes.
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Multiple Appointment Type Scheduling

You can schedule more than one appointment for a patient without entering in all of the
same information twice.

Enter in appropriate information into the accept format fields and press the MOVE
button to move the information to the Work-In-Progress. (WIP)

Books Appaintment | Work in progress:

E1-#3 Wikey, Vicki Schedule
=Person Name: | Move P [=1-%5 MRI Spine —I
i icki | =1 Current Schedule Carifirm

IW’lIke_l,l, Wicki Teat ,) e 1
=Appointment Type: T 1 BASRIC ] Frns BEMC Becur
| = %5 Patient
IMFH Spine =
Suggest
Ay ink t L ki aNR
ppointment Location:
Regquest
BE 1R i - —I
= Insert

Once you have entered in all of the information for the first appointment, press the
NEXT button. Your 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 you are scheduling 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. You will notice that the
information you 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 YOU DO
NOT WHAT RETURNS ON TIMES FOR. GO TO THE RESOURSE TAB AND
UNCHECK WHO EVER YOU ARE NOT BOOKING FOR.

Both appointments will now display within the WIP.

Wiark in progress:
- wilkey, Yicki -
=5 MRI Spine '
- BT Current Schedule
=-{Fl) BE MRI
%% MRI Rms BEMC
: e Patient
=15 M Visit
El Current Schedule
=1-fiil} BE Card Clinic
LS Cardio Phys o
‘?% Murse ll

Press the Suggest button to allow Suggested Scheduling functionality to help you find
an available appointment time. The Suggested Schedules window will display.

Press your Shift key and highlight both appointments.
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HE

4l Suggested Schedules

tignt Appointment Location | Appointment Type | Primary Order Scheduled Date/Time | Patient Duration I

In the lower left portion of your screen, click the checkbox next to Schedule as a Visit
Within. Leave the timeframe defaulted to 1 day. This will allow you to find an available
appointment time for both appointments within a one day timeframe.

Suggest Criteria I Preferences I

—Appaintment 0 ate

& Date range: [05/19/2005 EEI [06/18/2008 E B
[

{ Date restrictions: INe:-:t 2Days

l M on I Tue I Wwied I Thu I Fri Sat I Sun I Exceptiunsl

—Appointment Time

= Time range: IUBUU E |2355 E

{ Time restrichions: I.-'l'«M Orly ;I

v Echeduie s wisit withir |1 :Il [dapis) =]

wende suggested date and time >
¥ pereons to mized [Gronn Session

Clear I Suggest I

Press the Suggest button.

The Suggested Sequence window will display. This allows you to indicate to the system
which appointment you would like to schedule first. Leave the appointments in the
order they default and press the OK button.

Appt Type | Laocation ll
I et it BE Card Clinic

MRI Spine BE MR
1] |

In the lower right portion of the screen, you will see times which are available for
booking both appointments.
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i i Suggested Schedules B

| Patient Appointment Location | Appointment Typel Primary Order | Scheduled Date/Time | Patient Duration |
o @ wikey, Vicki BE MRI MR Spine Rl Spine Lumbar w/ Contrast - Friday, 5/20/2005 - 8:00AM 1 Hour(s)
i o wikey, Yicki  BE Card Clinic New Visit Friday, 5/20/2005 - 7:15.4M 45 Minutes
Suggest Citeiia | Preferences | Appl Type | Pat Dur
Appointment Dat i
i
& Date rangs [o51372008 B[] Josrerane B NewVisk 1 Hours) 45 Minutes  Friday, 5/20/2005 - 7-15.8M  Wilkey, Vicki  Friday, £
) MR Spine Friday, 5/20/2008 - &:00 &M "Willeey, Vicki - Friday, &
" Date restictions: [West 2Dape =l

| v e T T - = | [

Highlight one of the available times and press the SELECT button.

Press the OK button and 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.
fi5l Confirm
MRN: 000-023 DOB: 12471941

Name: Wilkey, Vicki

Age: B3 Years Gender: Female

Surmmary | Generall Resource Viewl Guidelinesl Notificationl Conversation Summaries Itinerariesﬂ_’|

=) BE Card Clinic

narris, sarabvr | | (Willceyr, Vicki Med Rec Nbr: 000-023

Cardio Murse 1 - Allergies:
wilkey, Yicki Allergies Not Recorded
5/20/2005 - 7:00 Ak 45 Minutes Mewe Yisit BE Card Clinic  Harris,
Sarah MD
Preparations:

Please arrive 30 minutes before the scheduled appointment.

Please bring all current medication containers to your appaintment.

Gptions | Birt.. | Prsen |

1 | B

oK | Cancel |

Press the OK button. The appointment is nhow in a Confirmed status and no longer

displays within the WIP
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Appointment Cancellation

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

To cancel an appointment through an Inquiry, first open the appropriate Inquiry. You
may search by the patient’'s name 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 you wish to cancel, right click and choose Cancel.

< 5chedule Inquiry - All Appointments - w/Actions
Task Edit Wiew Help

ME® d9 kil o 8d @go6/eRdEELF W ‘

MRN: 000-023
Name: Wilkey, Vicki

Age: 63 Years

Persan | Resource | 4 I »
._I,-'I.

Inguiiny:

DURATION | STATE
05 - /00 AM 45 okl

APPT TYPE | REQ DOCTOR | RESOLURCE
gt Harriz. Sarah D
MRl Room 1 BEMC

Confirm., .

IAII Appointmets - wihctions j CD';E:'CL“
Modify. ..
Persan: Reschedule
IW’iIkey, Wicki | Hold. ..
Start date: Start time: Mo Show, ..
[p5720/2008 EEI [oco0 E e
End date End time: Check Qut...
Patient Seen. ..,
I o EB |2355 E EBatch Reschedule

Groum Info,..

The Cancellation window will display. Select an appropriate reason in the Cancel
Reason dropdown and press the OK button.
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&l Cancel HE

. . . MRN: 000-023 DOB: 12/7/1941
Name: Wilkey, Vicki
Age: B3 Years Gender: Female
=W Wilkey, Vick General I Summaryl Detailsl Drdersl Guidelinesl Nntificatinnl Canversation Summariesl Itineraries_4 I L4

- @ New Yisit

*Cancel RBeason:

Comments:
Perzon Namel FIM MEFR | Gender |
‘wiilkey, Wicki 000024 Female
Wiew b odify LCancel Enc

Canicel |

The appointment is now in a cancelled status. If there are orders associated to the
appointment you are canceling, you may also be prompted to enter a cancel reason for
the order.

You may also 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.

I Appointmenk I Confirm. . . ﬁ
Zontack. ..
Bookshelf Add Mewvs Appointment Modi_F'\,-'
s (=] — e
_Dok-Request Reschedule
o Zonkirm Request
= Hold...
o Femowve Request
! R & imk E
% ECcUr Sppoinkimen rrE=—
5= igati 3
E Mawigation Check In...
= Inguiry 3 Zheck Out. ..
= Repork » Patient Seesn. ..
Batch Rescheduls. ..
applications 3
Request L3
FPerson » e
Sloks 3 WeriFy., ..
ZBEMC Resources 3 Med Mec Check. ..
z EBook. Settings 3 Lock...
gﬁwnkey, WICET Unlock. ..
22 Mo Wisit E
22 BE Card Clinic c Shrufioa.
;Qc//c/xc//;/J;//;/J;//;/J;//;/J; o 2 Swap Resources. ..
E = Reorder ...

Another method for canceling appointments is to use the Cancel icon.

Again, highlight the appointment you want to cancel, and then 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.
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The Cancellation window will display the same as in the previous methods of
appointment cancellation.

After Cancelling the Scheduled encounter, you must go into PM Launch Icon e and
cancel the pre admit encounter.

Pick Discharge on drop down, chose proper encounter, and then for Discharge
disposition:

CANCELLED ENCOUNTER and Discharge Location: CANCEL

B Scheduling: Scheduling Appointment Book SN
Task Edit |Vig—stt—y

1 PM B .
P | T Launcn |2 T W@ 8 @ FAES S NI e iEEFOE G R

L 1= Pick Discharge
E wailable
i@ Back+ = -

Work in progress

s‘u Mo Tu :l? ™ oE S - [ o= | ‘

Confim |
® % 28 28 W 1 2
34 05 & 7 3 3 [ Rear |
01 12 13 14 15 16 | suggest |
718 19 W A 2 2
4 5 e » 0 [ Reguest |
#01 z 3 4 5 B [ e |

2020 May-27 o

For Help, press F1 P0129 REGSCHCH2 2020-May-27 1316
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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, from right-clicking on the appointment within
the grid area or using the Reschedule icon on your toolbar.

1. To reschedule an appointment through an Inquiry, first open the appropriate Inquiry.
You may search by the patient’'s name 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.

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

3. Highlight the appointment you wish to reschedule right click and choose
Reschedule.

£ Schedule Inquiry - All Appointments - w/Actions
Task Edit View Help

MBS0 89 KW (¢ 68 B0/ cEAEE# 7| |

i L MRN: 000-023 DO
Name: Wilkey, Vicki
Age: B3 Years Ge
Person | Fesouce | 4 | »| [EES paTE | puRaTION | 5T4TE | APPT TFE | REQ DOCTOR | RESOURCE

5/20/2005 - 7:00 M 45 Canceled  Mew Yisit Harris, Sarah MD
e R T e - i

Inquiry: [ tAR| Foom 1 BEMC

IAII Appointmerits - wAbctions j EE:E;::
Persan Modi_fy. oo
[Jwikey, vicki _l :u-:IuIE-
Start date: Start time: Eanca\. 00
IMEB IWE Mo Show, .,
End date: End time: E::Et gut 5
I**x*xg’“*x E B I2355 E Patlant_saan...

4. The Existing Encounter warning may display if your appointment currently has an
active encounter associated. Press the YES button to retain the encounter
association.

Existing Encounter

The MRI Spine 1z currently azzociated to an active
encounter. Would you like ko retain this azzociation?

[+ Show comments dialog only when required

Mo Yes | Guidelines... |

5. If there is an order associated to your appointment, the Appointment Attributes
window will display. Press the OK button within this window.

6. The appointment information will now display within the WIP.
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Whork, in progress:

- 0% wilkew, Vicki
[=1-%%2 MRI Spine
-7 Rescheduls
- 5] Current Schedule
=1} BE MRI
----- 52 MRI Rms BEMC
LS5 Patient

7. From the point, you will find a new available appointment time using one of the
methods previously described. Find a new appointment time and press the Confirm
button. The Confirmation window will display. Press the OK button.

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

&l Reschedule EE

Reason

I Fatient Requested

Comments;

| [

[~
k. I Cancel |

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

10. You may also reschedule appointments directly within the grid area. To accomplish
this, right click, go to Actions, then Reschedule.
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5 6 7 | [Pey ey PRy P

12 13 14 Actions Confirm,.
Contact...
13 |E 21 Gdd Wew Sppaintment .y
Maodify. ..
26 27 28 Book Fequest
B " Rescheduls
2 2 4 I:l-:un_lrm I::eu:|unast Hold. ..
3 10 11 A RE@“’: E'?“:’s t Cancel...
ecur Appointmen No Show, .. |
Mavigati 2
avigation CheckIn... |-t
MBI Room 1 BEMC Inguiry 3 Check Qut, .,
i I . Patient Seer. .
Tttt Batch Reschedule. ..
. Applications 3
: Request L4
PR Persan g
foccococsosascosasma: Slats P Werify
] Fesources ¥ Med Nec Check...
:ffﬁ - e Book Settings 3 Lock...
"Wilkey, Wick, = -
; ! E‘l'll IeH 1 Unlack.. .
p MR Spine
EE MEI Shuffle. ..
=3 Swap Resources, ..,
) Reorder ...
Confirmed soreer
;')Lx ELOrCar Err b prr e ey zcé Erl:ll.ll:l Session r

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

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

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

14. 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 of the rescheduling steps. For example, if appointments are
scheduled for a particular examination room, and that room is no longer available, you
can 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. You may 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.

Appointment Shuffle Criteria H

Besources: ok |
hicel

IET Room 1 BWMC.CT Room 2 BwWMC J
Cal |

Date:

|05f23;2m35 E EI

Begin time: End time:

[oz0d E [1800 E

The Appointment Shuffle window will display.

&l Appointment Shuffle - [Monday, May 23, 2005, 8:00 AM - 6:00 PM] HE
 EEETSEETTSEE  CT Room 2 BWMC [0] - 0. |
Gonzales, Ted cT
8:10 AM EA CT &bdomen 3 ﬂl
820AMC
8:30 AM
s40AM:
8:50 AM
9:00 AM PJDNES,ANNE ]
9:10 AM CT Abdomen
920AM:
9:30 AM
g40AMC
9:50 AM
lo:00AM(:
10:10 AM
10:20 AM |
1
Shuffling Conflicts:
Conflict | First Resource | Appointmetit Lheck |
Find |
Oweride |

To move appointments to a different time or Resource, highlight the appointment you
would like to shuffle. You are only able to shuffle 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.
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Left click and drag to the appropriate time and Resource. You will see a blue bar
display before you release your left mouse click.

5l Appointment Shuffle - [Monday, May 23, 2005, 8:00 AM - 6:00 PM]

CT Hoom 1 BWHMC [2] CT Boom 2 BufMr 0]

Gonzales, Ted
CT Abdaoren

o

X

=

I

E -
.

Release your mouse click and the appointment will now display in the new time
timeframe in a Pending status.

&l Appointment Shuffle - [Monday, May 23, 2005, 8:00 AM - 6:00 PM]

CT Hoom 1 BWHMC [1] CT Aoom 2 BWHMC [0]

I T )

CT E

E < T

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

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

%

M R,
AR

CRRTLS
ey
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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 period. This
type of appointment is most commonly 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 ﬂ‘ button. The Recurring Frequencies window will display.

Within the Recurrence pattern area, you have many different options to choose from
when selecting the frequency of the appointment. You many choose to pick every
Monday and Wednesday, every other week, ect. You also have the option to select
which day of the week the patient should be scheduled.

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

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

NPT Treatment - Recurring Frequencies ﬂ E l

— Time pattem

| Exen |1— hour(s] Begin time: IUDUU E & [nstances: I _IQ
l = Enid time: IHE

I~ Recurence pattern

= Daily Ewery I1 wieek[z]

= Wwieekiy [~ Sunday [+ Monday v Tuesdap v ‘wednesday
= Moanthly W Thursday ™ Friday ™ Saturday

| = Yearly All days Weekdaps

— Ranage of recurnence

Start Date: MEB + End after: instances
; " End date: [05/25/2005 EEI

[~ Allow rultiple recurring frequencies

)4 Cancel
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Once you have made your selections, press the OK button.
The information for all instances of the recurring appointment will display in the WIP.

"Whork in progress:

=-#% SPANISH, 10 S chedule
=15 Recurring sequence
52 PT Treatment (Monday, 5f2312005) [Carfirm
El Current Schedule
=il BE PT BEecur

B

LTy Patient Suggest
[#-%52 PT Treatment (Wednesday, 5/25/2005)
[#-%52 PT Treatment (Monday, Sf30/2005) Request

[#-%52 PT Treatment (Wednesday, 6/1/2005)

iR

|zt

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.

Highlight one of the options and press the SELECT button. A red check mark will
display next to the select appointment times.

& Suggested Schedules [ 7]
Fatient Lippeintment Location [ ppaintmert Type [ Primary Order [ Scheduled D ate/Time [ Patient Duration |
2l %, ® SPAMISH,JO BEPT PT Treatment
€ SPNISH.JO BEPT PT Treatment Monday, 5/23/2005 - 8:00 &AM 30 Minutes
€ SPANISH.JO BEPT PT Treatment Wednesday, 5/25/2005 - B00AM 30 Minutes
€ SPANISH.JD BEPT PT Treatment Monday, 5/30/2005 - 8:00 At 30 Minutes
€ SPANISH.JO BEPT PT Treatment Wednesday, 6/1/2005 - 800 &M 30 Minutes

Suggest Cieria | Preferences | PatDur__| PatDate/Time Person
~ Appaintment Da
Recurrence frequency | Start date | End date | Recurrence pattern [ Mumber of in
Weekly 5/23/2... Every weekonM... 4
=1 ¥, FT Treatment 30Minutes  Monday, 5/23/2005 - &30 AM SPANISH, JO
PT Treatment  30Minutes  ‘Wednesday, 5/25/2005 - B:304M  SPANISH.JO Wi
4] | i PT Treatment 30 Minutes  Monday, 5/30/2005 - 8:30 AM SPANISH,JO Me
PT Trealment 30 Minutes Wednesday, 6/1/2005-830AM  SPANISH,JD
[~ Appaintment Tirn 21 %, PT Treatment 30 Minutes  Monday, 5/23/2005 - %:00 AM SPANISH.JO
PT Treatment 30 Minutes Wednesday, 5/26/2005 - S00AM  SPANISH, IO Wi
&1 : 0800 [ [
B | | E PT Treatment 30 Minutes  Monday, 5/30/2005 - 3:00 AM SPANISH,JO M
 Time restrictions [amony = PT Trieatment 30 Minutes Wednesday, 6/1/2005- 300AM  SPANISH, 0 Wi
El e, PT Treatment 30 Minutes  Monday, 5/23/2005 - 9:30 AM SPANISH.JO  Mc

PT Treatment 30 Mirnutes ‘Wednesday, 5/25/2005- 330 A SPANISH,JD W
I Schiedule & wist within ! _l;' eI PT Treatment 30 Minutes  Monday, 5/20/2005 - %:30 AM SPANISH.JO  Mc
PT Treatment 30 Minutes ‘wednesday, 5/1/2005-930AM  SPANISH,JD i
. PTTreatment 30Minutes Monday, 5423/2005 - 10.004M  SPANISH,JO e
PT Treatment 30 Minutes  Wednesday, 5/25/2005 - 10:00 AW SPANISH.JO Wi

[T | Override suggested date and fime =l

I™ | Schedulz multiple persans to mired Group Sessions
FT Treatment 30 Minutes  Monday, 573042005 - 10:00 AM SPANISH,JO  Mc

Clear Suggest | PT Treatment 30 Minutes Weldnesuay,smzuus-w:UUAM SPANISH,JO ﬁi;l
4 »
New | HeDop || Cear |[Zee | ok || concel |

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. You have the option to search for an
alternative time for one or multiple components within the recurring series.
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In the upper section of the Suggested Schedules window, select one component of the
recurring series.

| Patient | Appointment Location | Appointment Tupe | Pirnary Oirder | Scheduled Date/Time | Patient Duration |
=l %, ® SPANISH IO BEPT PT Treatment
L3 SPANISH, JO PT Treatment Monc 8:00 &AM 30 Minutes
@ SPANISH.JO BEFT PT Treatment ‘wiednesday, 5/25/2005 - 8004 30 Minutes
€ SPANISH.JO BEPT PT Treatment Monday, 5/30/2005 - 8:00 &M 30 Minutes
@ SPANISH.JO BEFT PT Treatment ‘wiednesday, B/1/2005 - 8:00AM 30 Minutes

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.

| Appt Type | Fat Diur | Fat Date/T ime | Perzon | Appt Date
PT Treatment 30 Minutez  Monday, 5/23/2005 - 300 AM  SPAMISH, JO  Monday, £
PT Treatment 30 Minutes  Monday, 5/23/2005 - 3:30 4 SPAMISH, JO  Monday, £
PT Treatment 30 Minutez  Monday, 5/ 05 - 3004  SPAMNISH.JO  Maonday, 5
PT Treatment 30 Minutes  Monday, 5/23/2005 - 330 A4 SPAMISH, JO  Monday,

PT Treatment 30 Minutes  Monday, 5/23/2005 - 10:00 M SPAMISH, JO  Monday,
PT Treatment 30 Minutes  Monday, 5/223/2005 - 10:30 AM  SPAMISH, JO Monday,
PT Treatment 30 Minutes  Monday, 5/23/2005 - 11:00 M SPAMISH, JO  Monday,
PT Treatment 30 Minutez  Monday, 52352005 - 11:30AM  SPANISH, O Monday,
PT Treatment 30 Minutes  Monday, 5/23/2005 - 1200 P SPAMISH, JO  Monday,
PT Treatment 30 Minutes  Monday, 5/23/2005 - 1230 P SPAMISH, JO  Monday,

o
i ro
15}

[}

r i i oo rL{
r i o oro
15} = 15} 15} .

r
15}

o
15}

(N RN g g g Dy g i)

rio

r
15}
M (M /M /A /7 /M /N

You will notice that the appointment time has now changed for just that particular
component of the recurring series.

Il Suggested Schedules

| Patient | Appointment Location | Appointment Type | Prirnary Qrder | Scheduled Date/Time | Patient Duration
Zl %, ® SPAMISH,JO BEPT PT Treatment
@ SPANISH.JO BEPT PT Treatment Monday, 5/23/2005 - 3:00 &M 30 Minutes
@ SPANISH.JO BEPT PT Treatment ‘wednesday, 5/25/2005 - 8:00 A 30 Minutes
@ SPANISH,JO BEPT PT Treatment Monday, 5/30/2005 - 8:00 &M 30 Minutes
@ SPaNISH.JO BEPT FT Treatment ‘wednesday, B/1/2005 - 800 8M 30 Minutes

Press the OK button. All appointments will appear in a Pending status within the WIP.

Work, in progress;

- #% SPANISH, 10
-4 Recurring sequence
-4 PT Treatment (Monday, 5/23/2005)
El Current Scheduls
=l BEPT
[+ Therapist
-4 Pakient
[+ PT Treatment (Wednesday, 5/25/2005)
[+ PT Treatment {Monday, 5/3002005)
[+ PT Treatment (Wednesday, 6/1/2005)

Press the CONFIRM button and the Confirmation window will display with all
appointment’s information. Press the OK button to close the Confirm window.
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Modify a Recurring Appointment

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

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

[l Reschedule Recurring Appointment Type E

Thiz iz a recuring appaintment. Do you want ko open thiz occurrence, multiple occurences,
ar all occurences?

" lpen one or more DoCUNences:

" Open all occurences

PT Treatment [Monday. 5/23/2005, CONFIRMED]

[l PT Treatment Wednesday. 5/25/2005, CONFIRMED]
[l PT Treatment IMonday. 5/30/2005. CONFIRMED]

1 PT Treatment Wednesday. 6/1/2005, COMFIRMED]

] I Cancel

If you choose to Open one or more occurrences, then the action will only affect those
appointments that have a checkmark. If you choose Open all Occurences, then the
action will affect all appointments within the recurring series.
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Appointment Check In

Checking-in appointments is a good way to keep track of which patient have shown up
for their appointments and which have not. It's also an easy way for a tech, nurse or
someone else in the department to know which patients have arrived. There a multiple
methods for checking in appointments. The most commonly used are to perform the
action from an Inquiry, from right-clicking on the appointment within the grid area or
using the Check In icon on your toolbar.

1. To Check In an appointment through an Inquiry, first open the appropriate Inquiry.
You may search by the patient’'s name 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.

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

3. Once you have located within the Inquiry the appointment you would like to check in,
highlight that appointment, right click and choose Check IN

<% Schedule Inguiry - All Appointments - w, Actions
Task Edit Wiew Help

MR e@ @ | salgdd @m0 edd@@s | W ‘

HAN: DL
Name:
Age: Ge
Resource Location I LI_’l BEG DATE DURATION | PATIENT STATE | APPT TPE | REQ DOCTOR | RESOURCE
5/ 2072005 - 8:00 4K E0 Ywiilken Wikl Consss SREERES MBI Roorm 1 BEM)
Inguiny: Canfimm..
IA\I Appointments - wiActions j GG oo
Madify. ..
Location type: Reschedule
IAmbuIatory[s] j Hold...
Cancel,..
Location: Mo Show...
[sE MRI =1
Start date: Stk tirne: Check Qut...
PatiEnt SEer.. .
|u4;23;2005 E EI |uuuu E .
End date: End time: Group Infa. .
|05!23./2005 |2355
E B E Werify, ..

4. The Check In window will display.
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Il Checkin

MRN: D00-023 DOB: 12771941

Name: Wilkey, Vicki

Age: 63 Years Gender: Female

ki General | Summaryl Detailsl Drdersl Guidelinesl Notificationl Converzation Summariesl Itineraries 4 I L4
@ MRI Spine
Date: Time:
[o523¢2005 E EI [1az2 E
Tracking Location:
|<None> LI
Comments:
=
Person Namel FIN MER | Gender |
“wilkey, Wicki 000024 Female
Wi Modify SetEnc Charges
— Fiequest Information
Medical Record Requested: Nao
Status of Medical Record Request:

u].4 I Cancel I
5. Press the OK button to complete the Check In process. The appointment is now in a
Checked In status.

6. You may also Check In appointments directly within the grid area. To accomplish
this, right click, go to Actions, then Check Inl.

7. The Check In window will display and the same steps as above are followed.

o =3 ¢
12 12 14 Zanbiro. ..
R —onktack. ..
19 |20 21 add hews Sppoinktment plodiFy
26 27 28 Ei_ookrRequest Egschedule
Canfbirm Regquest
b 2 4 Hold. ..
Remowe Request
9 10 11 Fecur SAppainbtrnent ErmEEloo
Mo Show. .. |
Mawigaktion L3 I—
i » Check Ouk. .. -l
MPI Room 1 HRELT Sk
o e Fepork Patient Seen. . .

applications

Batch Reschedul=. ..

FPerson
Sloks
Resources

Requestk

Werifw. ..
Med Mec Check. ..

EBook Sekkings

wlilley, Wickl
MRl Spine
EBE rRI
Fain

Confirrned

Lock. ..
Umlock. ..

Shuffle. ..
Swrap Resources., ..
Reorder ...

Sroup Session

Link... 3
Umlimk. . .

RRRRAAAEY M

i

8. You can also highlight the appointment in the grid area, then click the Check-in icon
your screen.

9. The Check In window will display and you will follow the same steps as in the above methods of
Check In.

at the top of
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Group Appointments

Group appointment functionality allows you to schedule multiple patients to the same
resource all at the same time. This functionality is commonly used in areas that are
conducting classes or group therapy.

Group Appointment Scheduling

1. To schedule a group appointment, click on the Appointment Tab and enter the
patient’'s name in the Person field. Press Enter.

2. Enter the name of your appointment in the Appointment Type field. Press Enter.
The Future Requests/Appointments may display. Click OK to that window.

3. Scroll back up to the Person Name field. Notice that the field changes to allow for
multiple patients. This is because group appointment types allow for booking
multiple patients to the same resource at the same time.

Books Appointment |
*Ferzon Hame:

= Al Mo
IDaviS, Conmor |
-
E | E—
* Davis, Connor C
g
“Appointment Type:
|Diabetic: Group E ducation I LI

37312005 - Familv Pract -

4. In the Person Name field, clear out the first patient's name and type in the name of
your second patient. The Person search window will display. Select the appropriate
patient from the list and press the OK button.

5. Both patients should now display.

|

* Davis, Connar
* Jones, Brandon

Scroll down and fill out the remaining accept format fields.
Press the Move button and the information for both patients will display in the WIP.

~N o
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Work in progreszs;

=-#% Davis, Connor
-5 Diabetic aroup Education
=-F] Current Schedule
=} Bw Diab Clinic
t#5% Child Birth Teachers
L% Patient
- #% Jones, Brandon

8. Use Suggested Scheduling to help find an available appointment time. Press the Suggest
button.

9. From within the Suggested Schedules window, press the Suggest button.

10. An available time will display. Press the select button and then press OK.

I4l Suggested Schedules HE
| Patient | Appointment Locationl Appointment Type | Primary Drderl Scheduled Datea’Timel Patient Duration |
22%2  Davis, Connor  BW Diab Clinic Diabetic Group Education 0 Minutes
Jones, Brandon  BW Diab Clinic Diabetic Graup Educatian 0 Minutes
Suggest Criteria | Preferencesl Appt Tupe Fat Dur Pat Date/Time Perzon

Appointment Date

& Date range: [b3/31/2005 EEI [n4/2072005 EEI

i Date restrictions: INext 2Daps J

l dom I Tue I whed I Thu I Fri Sat | Sun I Exceptionsl

11.Press the Confirm button.
12.You may see a message asking if you would like to confirm all patients in the group.
Press the Yes button.

Appointment Book |

@ Do wou wank ko confirm Ehe resk of the patients in the group?

13.The Confirmation window will display. You should see information for both patients
contained within the window. Press the OK button.
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Il Confirm (7]

MRHN: 000100002 DOB: 9/7/1935

Name: Jones, Brandon
Age: 69 Years Gender: Male

Summary | General I Resource Viewl Guidelines I Notificationl Conversation Summariesl Itineraries LI_’|

=4 Diabetic Group Education
-] Bw Diab Clinic

Davis, Connor Med Rec Nbr: 000-037
Allergies:
=% Davis, Cannor Allergies Not Recorded
[=1-@ Diabetic Group Educatior
=1-{fll B Diab Clinic 4/6/2005 - 8:30 AM 30 Minutes Diabetic Group Education Bw Diab

[l Dishetic Educatis | | [Clinic  Diabetic Education
e Davis, Connar

Jones, Brandon Med Rec Nbr: 000100002

Allergies:
Allergies Mot Recorded

47672005 - 5:30 AM 30 Minutes Diabetic Group Education B/ Diab
Clinic Diabetic Education

Optiors | pint.. | i |

()3 | Cancel |

ol | >l

14.1f your appointment is built to require an encounter be added at the time of booking,
the Encounter selection window will display for both patients. Either select and
existing encounter, or press the Add Enc button to generate a new encounter.

15.Click on the Bookshelf bar. Select the bookshelf for the department which
schedules the group appointments from the list of Bookshelves and press the OK
button.

Books |,&,ppgintment| Wiork in progress;

Select Bookshelf E |

)

=-fii§ EEMC Eookshelf

=il EEMC Phys Bookshel

= fii§ EWMC Phys Bookshelf

ﬂﬁ Clazzes

ﬂﬁ Family Practice Bookshelf
=-fii§ Fadiology BEMC

=-fil§ Fadiology BT

=il Fehab Bookshel

=il Riverside Morth Phys Bookshelf

Cancel

El--ﬁ Index Books
=il Base wWest Surgical Services Ll

| Diabetes Education

16.Double click on the appropriate book. You should see the resource which performs
the group appointments and the available sessions for the day.

Version: May 2020 Scheduling Manual Page 66



17.Press the Group Session icon within the session that you just booked. The Group
Session information window will display.

Diabetic Ed Hurze [1]

Eroup Educ..
W Dhab Clinic

Group Session Information E E
Group Sezzion Type: Diabetic Group Education
Dezcription: Diabetes Ed
Location: B Diab Clinic
Capacity: 10
Mumnber Scheduled: 2
Shared: Mo
Opet: Yesz
Patients:

M ame | Status |
iDaviz, Cormor Canfirmed i
Jones, Brandan Confirmed

Resounces:

Rezaurce | Rale |

Diabetic Ed Murse Diabetic Ed Murse
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Group Appointment Cancellation and Group Session Inquiries

o

1. Open Appointment Inquiries by clicking on the e icon at the top of the screen.

The Appointment Inquiries window displays.

Use the arrow buttons to navigate to the Location tab and click on that tab.

Choose Group Session Standard Inquiry from the Inquiry dropdown.

Choose Ambulatory from the Location Type dropdown and the appointment location

from the Location dropdown.

5. Ensure that your date range is set to include the appropriate timeframe and press
the Find button.

6. Highlight the appropriate group session, right click and choose Cancel. The Group
Session Patients window will display asking which patients you would like to choose.
Select one of the patients you scheduled above and press the OK button.

Bown

= Group Session Standard Inquiry

Task Edit View Help

NERe O3 kil 22 83 @60 cEaEE# |8 ‘

MRAN: DOB:
Name:
Age: Gender:

Laocation Eligibility I 41 * ||| Begin Date | Dulat\onl State | Appaintment Type | Resaurce | Capacity | Patients

i 4/6/2005-8:304M 30 Confimed  Diabetic Group Education  Diabetic Ed Murze 2410 Jones, Brandan; D aviz, Cannar
nquiry:
.
IGloup Session Standard Inguiry j
Thiz appaintment iz part of & group session. Da pou want ko apen this patient, multiple
Lacation tpe: patients, or all patierts?
IAmbuIalow[s] j 1+ Open one of more pat\ents}
Location: " Open all patients.
B%/ Diab Cliri =
[Bw Diab Giric | Davis. Connor (CONFIRMED)
Start date; Start time: [ Jones. Brandon (CONFIRMED)
04/05/2005 El [po0a

End date: End time:

e EEF=

Cancel

7. The Cancel window will display. Select Patient Requested from the Cancel Reason
dropdown and press the OK button.

8. You will now see the Capacity number decrease for the session which your patient
was originally booked.
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Appointment Link

Appointment link functionality allows you to manually tie two unrelated appointments
together for a particular patient situation. Like with Protocols or Recurring
appointments, the system will recognize these appointments are linked and warn the
user if any action is performed on one of the linked appointments. You have two
options for linking appointments: 1) Link to an existing (previously confirmed)
appointment or 2) Link to a new appointment.

1. Schedule two different appointments for any patient using one of the previously
described methods from above.

2. Find one appointment which you have just scheduled, highlight, right click, go to
Actions, then Link. At this point you will see your two options for linking
appointments.

3. Choose to link to an existing appointment.

B — _— f
pyr— — E—
10 11 12 1 Actions Cambitmm -
) Cantack. .. — =
17 18 19 2  Add kew Ssppointment MadiFy |
Book Request - Allergies
24 25 26 2 Reschedule e
Confirm Request
3 1z Hald. ..
Remove Reguest - |
o8 31 Recut Appaintmemnt el o
Mo Show, .,
Mavigation »
Check In... 3172005 - CT Rooms - BEMC
m Inguiry v Check Qut..,
pES Repark 4 Patient Seen. ..
.|_ E ---------- Applications »  Request L4
LA Person b Werify...
Ay Slats ¢ MedNec Check..,
e Resources 3
"— T ERET = Lock. ..
: Book Settings 2 Unlock, ..
I %Test, Jo % <rurt]
A|*¥pECT : Ko
‘_ : < Swap Resources..,
"— Jososoncasscasssonsasond ¥ Reorder ...
,|_ E ----------------------- E Graup Sessian k
: ] Existing Appointment or Request
ﬂf _______________________ Z Unlink. .. Mew Appoinkment

4. The Link window will display. You will notice the Future Patient Appointments
section. This section should list the other appointment that you scheduled for
this patient. Highlight this appointment and press the Select button. A red
checkmark will display.

5. In the Link Reason dropdown, select one of the reasons and press the OK
button.
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kgl Link EHE

Age: 28Years  MRM: 000-106:0... DOB: 12/24/1976
Name: Test, Jo

Persan Gamments: G2 Gender: Female
f+ Existing appointment or request
£ MNew appointment
Appointments and Requests | Event Detailsl Drdersl
Future patient requests:
| Request .-’-‘-.ctionl Appointment Typel Locationl Qrders | Surgeon 1 | Earliﬂ
=l

= Review tammo Screen

I 1 B ansiciu CT Ahdarman CT Ahdaracen wda Copnbrack hal
4 Il 3

Future patient appointrients;

| CurrentStatel Appointment T_I,Jpel Location | Rezource | Elldelsl Surgean 1 | Beqin D ate,1
¥ Canfirmed M e Wizt BE Card Clinic  Harrig, Sarah MD B,/21/2005 -
1] | 2

Select | Unselectl

*Link reason:

Comments:

] I Canhicel |

6. The two appointments are now linked.

7. Highlight the first appointment again, right click, choose Action, Link. This time
choose New Aplpointment.

Existing Appointment or Request

Unlink. .. News Appointment

8. The Link window will display. In the Link Reason dropdown, select one of the
options and press the OK button.
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Age: 28 Years MRN: 000-106:0... DOB: 12/24/1976
Name: Test, Jo

Persan Gam mems: G2 Gender: Female

~

{*" Mew appointment

dppointments and Requests | Event Details | Orders |

*Link reason:

Comments:

QK. | Cancel |

9. You will be brought back to the Appointment tab to select a new appointment
type. The Person name is already defaulted with your patient’'s name. Select an

Appointment Type, Appointment Location and fill out the remaining accept format
fields.

10.Press the MOVE button and finish scheduling the appointment just as if you
would any other appointment.

Books .ﬁ.ppuintmentl

Perzon Mame: Mowve B
|T ezt Jo Nest
“Appointment Location:

B
| J Clear
.

Appaintrent Tope: 4
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11.The appointments are now linked.
12.1f you perform an action on any of the linked appointment types, you will receive

a warning.
I5l Linked Appointments EHE

Thiz iz a linked appointment. Do you want to open thiz occurence, multiple occurences, or all
oCCurmences?

& [lpen one or more ooculences

" Open all occunences

[] CT Pelvis [Tuesday, 5/31/2005, CONFIRMED)
MRI Knees [Tuesday, 5/31/2005, CONFIRMED]

] I Cancel |

13.This warning serves as a reminder that the appointment you are performing an
action on is linked to other appointments. You can choose to perform the action
only on the appointment you currently have selected, or to perform the action on
all the linked appointments.
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Viewing Appointment Detalls

In order to view specific details associated with an appointment, 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.

+ login.ibs - Citrix ICA Java Client

I Scheduling: Appaintment Book
Task Edt Wiew Help

[ (0[]

[ [0]X]

J UhECCEI KD 84 &0

Me Tiaq HEIEB 044 [0

SSM: MRN: DOB:
Name:

Home Phone: Age: Gender:
|I| 2000 m Books  ApRointment Work In-Progress:

[X] December  [¥]

SuMoTuWeTh Fi Sa Appointment Type:

A Move P

BABAII 2 I
3 4/967 819 Appointment Location

BTy

101112 13 14 15 16 I
wuwnwaa2a

j Clear

NEEABAY | |l
N1 23458 | | ﬂ
12/5/00- Cath Lab N
£ ab Roo Holding Area | 2
4. o y
o[ 6:30 AM |5 530 Minute Slot 1690 Minute Slot
k| 6:45 AM :
| 700 AM
| || ————— 2 EECCEEPPRTIEEEERRELERPRRRIEE
o 7:15 AM ]
N N PETIY] Actiong 4
Tlraal Al e ppointEr
e Bl FiEques
—_ [Sonfim Request
‘xr 8:16 AM Ry Regquest
(B30 AM [ fhrockmorton, Rach oo A et
|45 AM | | CathLab A
€L 900 AM IPHC AN Beport 3 Appo!nlmenlﬂlstow\hew
‘R . Appointment Inguiry
|15 AM % Applications b
o (
| 9:30 AM Person 3 j
: Slote »
Resources » |B1048 [CERNER |Tuesday, December 05, 2000 (Z46PH
iﬂﬁtalll Y Cemerbipps | B 5c  Book Seftings } | Scheduling: Appointm... |i

Version: May 2020

Scheduling Manual

Page 73



All Appointment Tab Views

General Tab View
il Appointment Yiew

General | EventDetailsl Hesnurcesl Instructinnsl Guidelinesl Scheduling Eommentsl Elrdersl Hepnrtsl Pratocal Camporn 4 | ’l

~ tippointment [nformation
Bppointment Type:  Cath Lab
Scheduled as: Cath Lab
Locatian: JPHC MAIN

Person Name

| Enounter Type| EncounlerStalus| Gender| Huorne Phone | Busingss F‘hnne| DOR

Throckmarton, Rachael A

4

Female [3-7) 43-7895 12124701200

| H

~ Current State Information
Shate; Rescheduled

By: CERMER 12/5/00 213PM

Details Tab View
Tl Appointment Yiew

General Event Detals |Hesuurces| Inslructiunsl Guidelinesl Scheduling Eommentsl Elrdersl Hepurtsl Protocol Campon 4 | ’l

HE

Field Name | Field Value |
Procedure cath lab

Telephane Humber 405-745-7395

Date of Bith/Age 29

BEN

(rdering Physician Thiockmarton, B. R

Cloge
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Resources Tab View

Appointment View H |
Generall Evert Detall: Resources | Instructinnsl Guidelinesl Action Enmmentsl Scheduling 4 | ’l
Fezource | Begin DatedTime | End Date/Time
MMC CT 1 7413499 8:00 Ak 7413499 9:00 Ak
Test, Beatrice ¥ 713499 8:00 Ak 7413499 9:.00 &M

Cloze

Instructions Tab View
15l Appointment View

General' EventDetaiIs' Fiesources  Instructions | Guidelines' Scheduling Eomments' Drders' Hepurts' Protocol Compon 4 | 'l

[nstruction Types:

Freparations

Instruictions:

NP After Midnight 4
Mo Glucophage

Someone Ta Drive Patient Home

Okay To Take Medications Except Glucophage

Cloge |
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Viewing Appointment History

In order 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

M| R EN @ TN (A0 @A [ e xR e | F Fak] o s |
s nn: oan:

Age: Gonder

Werk I Progreas:

3 afs 8 7 8 a
1011 12 13 14 18 18
17 19 13 20 21 22 23
24 25 25 27 @0 23
1= 3 4 5o

12/5/00 - Cath Lab - |

5 Holding Area —
| 1

=[8:30 AM | B90 Minute Siot B0 Minute Slot

6:45 AM
2| 7:00 AM
Z[7a5 Am

7:30 AM
2| 7:45 AM
<[ 8:00 AM
B:30 AM
2| 848 AM
9:00 AM

FThrackmonon, Fas
Cath Lak

JPRAC hAAIN

\gath lob

9:15 AM

2| 2:30 AM Person » =
>

Rgsources > [61048 [CEANER |Tussday, December 06, 2000 [1:47 PM_;

B tan | _3Cemenen T sack setins v [ L]

The History View Dialog Box will display.

il Appointment History Yiew EH
E|t] Cath Lab Gieneral | Evertt Details I Resources I Instructions I Guidelines I Scheduling Comme_4 I ; |
= Schedul 1
""" ¢ B°°k_ &ppaintment Infarmation
o M Canfirm Appaintment Type:  Cath Lab
Scheduled ag: Cath Lab
Location: JPMC MAIN
Perzon Name | Encounter Type | Encounter Status | Gender | Home Phai
Throckmarton, Rachael A Female [5-7]48-7¢
4| | M
Cloze |
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Modifying Appointment Information

There are two different types of modifications that can be made. You can modify
Appointment information, which includes, ordering physician, procedure, comments, etc.
You can also modify Patient information, their birth date, last name, home phone, etc.

You can modify appointment information two ways.

First, you can right click, go to Actions, and then slide your cursor down to Modify.

+159.140.228.153 - Citrix ICA Java Client

[l Scheduling: Appointment Book [_[O] ]
Task Edt VYiew Help

G RERCET KD &3 &8

M Tt &E EHFRER 646 | K

55N: MRN: DOB:
Name:
Home Phone: Age: Gender:
2000 El Books |Apnmntmenl Wiork In-Progress:
MNovember El Getedule
SuMo TuwWe Th Fr Sa Bookshelf - Diagnostic Imaging | Open |

BaAaH 123 4
5678 9101
12 13 14 15 16 17 18
EIET
BHBBW 2
3456789

Selet (Carfim
Fecurn
Suagest

Muclear Mecici... [
Mursing Proced. ..
Dexa Soan

o
g
E
E
]
E
U
o
=

.L
2ngio-nterverti... |

11720/00 - Ultrasound a|
I US Room 1 | US Room 2 [[IE:EE =
&+ 6:30 AM
f|6:45 AM
X 7:00 AM
J 75 am
&+ 7:30 AM [Earfii.
X e —
X 7:45 AM Add Hewbomitmert
C NI Bl EEquEst
€I GO0 A5 Lo A Eguest
- [8:15AM EMON, 3. Fermae Fequest
M B 8:30 AM 480 Minute . [} Ultrasound  FERtApponimEnt Noshow
£+ §:45 AM JPMC MA. . :guuy : Check In.
+B+(9:00 AM gnne scan _ BePot Check Qut...
& 9:15 AM Applications » Lack
Eleaoaw| Petson b | bk <
A Y Sh
For Help, press F1 Resouices e [E1048 |CERNER [Tuesday, December 08, 2000 [11:024M 7 |
iﬂSlalll {3 Cemenipps | [ Scheduling: Appointn  Book Settings » | |i|

You can also highlight the appointment, and then click the Modify button at the top
of your screen.
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The modify box will pop up allowing you to make any changes.
il Modify x

55N: 345-68-6554 MEN: 000000022 DOB: 12/12/50

Name: LEMON, J K

Home Phone: [09... Age: 49 Years Gender: Male

=-#F LEMOMN. J K General I Summaryl Detailsl Orders Guidelinesl Notificationl Carreersatior 4 I L4
- hazound

todify Beazon:
| —
Comments;
=
[
Ferzon Mame | Encounter Type
LEMOM, J K
Wi Modify SetEnc

Ok I Cancel I

Click the Details tab to make changes to the appointment information.

Il Modify H E3

SSN: 345-68-6554 MRN: 000000022  DOB: 12/12/50
Name: LEMON, J K

Home Phone: [09... Age: 49 Years Gender: Male
=¥ LEMOMN. J K Generall Summary  Detailz | Drdersl Guidelines | Motification | Conversatior 4 I L4
- Ulrasound
Procedure
Ibone scan

Telephone Mumber
|[090]990-sssu

Social Security Mumber

Date of Birth/4ge
|1 2712450

ABM
IDn File: ;I

Ordering Phyzician

IDykstra, Gary ﬁl

Referring Phyzician

Cancel |

You can type in any additions you need or delete information, then click OK to save.
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To modify patient information, you will need to highlight that person’s appointment, right
click, go to Person, and then slide your cursor over to Modify Person.
Lo

Task Edit Miew Help

A M RERCET K83 & D

Mer Tt ae EHFLEB|[ 0540

55N: MRN: DOB:
Name:
Home Phone: Age: Gender:
2000 Books |App0|n[menl| Work In-Progress:
(K3 November (I Sefiedile
Su Mo Tu'we Th Fr Sa Bookshelf - Diagnostic Imaging | Open |

BaE 1z 3 4
56 7 8 3101
12 13 14 15 16 17 18
182021 2 B 24 B
BEABBD L
3456 7 88

Select [Earifi
Hezun
Suggest

Dexa Scan

Angio-Iterverti...
MPC Mammoar
Muclear Medici.
Mursing Proced

11/20/00 - Ultrasound |
i ¥ US Room 1 [ US Room 2 [T =
J+[6:30 AM
X[ 6:45 AM
| 7:00 AM
F[715 am
&+ 7:30 AM Actions 3
| 7:45 AM A N ew Bppuiitiment
: : 3-00 AM Eoo)f Fequest
o (i Fequest
+f|8:15 AM FEnove Regues:
of| 8:30 AM 480 Minute HERH ARRETTET,
N Baas aM r—— , Peison Conmens
X 9:00 AM ‘M V\Ew.ﬁncnuntel
R Wi pr—— p ot Ensae:
JL[9:15AM Epi Efeaunten Commetts..
I 9:30 AM n v | iz |
Slats 3
For Help, press F1 Figsources v [B1048 [CERNER [Tuesday, December 05, 2000 [11:05 84/ |

§ﬂ5lalt| 3 Camerdpps | Scheduling: App  Book Settings 3 |i |
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On your screen you will see the system loading patient information, and opening the
modify conversation. When the Add Person window opens, you can make any changes
you need.

1 159.140.228.153 - Citrix ICA Java Client

N - ol omE o feososm o

After you have made your changes, click OK to save.
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Inquiring Person and Resource Schedules

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

1. You can access the person and resource information two different ways. The first is
to click the Inquiry button (eyeiay located at the top of your screen.

SRR N N ey = N

2. Another way to access the person and resource schedule is to right click somewhere
on the slots, scroll down to Inquiry, and then Appointment Inquiry.

Actions 3

Al HEr Spmaimtment
Hool Hequest

[Eartimm Heguest
Hemmyve Hequest
EecunSppaintmert

Pe—T
Beport 3 Appointment Higtary Wigw
Applications k Appointment [nguin
Ferzon * Wiew Appointment [nfarmation. .
Slots k
Resources 3
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3. The Appointment Inquiry box appears on your screen.

= Schedule Inquiry =] E3
Tazk Edit “iew Help
NS T Ed e Rl B A I SRS =R A
MRMN: DOB:
Name:
Age: Gender:
Persan Fiesource | 1 | 'l Harme:
Ingquiny Type:
Schedule Inguirny
Person:
Start Date: Start Time:
[10/24700 EEI [oooo E
End D ate: End Tirne:
Fres—"H == B
Find | Clear | Cloge |
For Help, press F1 |CERT |JACRAWLEY |Tuesday, October 24, 2000 | 237 PM 4

4. To search for a person schedule, click the Person Tab.

Note: If you are not able to see the Person Tab, click the arrows located next
to the tabs.

5. In the Person box, enter the name of the person whose schedule is to be displayed.
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6. After typing in all, or part of the person’s name, press the ellipse button — to bring
up the Person Search window. You can also hit Enter on your keyboard. The
Person Search box appears on your screen.

ﬁ Person Search HE
Narie: Name | 35M | MEN | Gend ]
|test £ Test, Admiting Male
MRN: £ TEST, AMANDA 234-22-7633  MMC-315563 Fema

- £ Test, Angie bd1-221254 - MMC-315584 FemaJ
|  Test Arrie &
33N 7 Test, Beth 3451 24565 Fema
! £ Test, Biling Fema
Birth D1ate: £ Test, Buddie 845-12-4511 Fema
IW EB £ Test, Buyer
Gender £ TEST,COM B37 b C-000123 Fema
' £ TEST,COMDLLI 000-00-0337 - MMC-315534 Male
I j £ test, chad 098-23-3482  MMC-304740; MMC-215553  Male
FIM MER: £ Test, Charge
| £ Test, Clerical Male
€ Test, Customer
Search | Reset |  Test Cvm
£ TEST, DISCERN IRH Fema
7 TEST, DISCERNM IRH Fema
0K | Cancel | Presvigw... |

7. Find the person’s name on the right, highlight it, and click OK. If you do not see the
person’s name, scroll up and down using the scroll arrows on the top and bottom
right of the box. If the person’s name still does not appear, clear the name field, type
the person’s social security number in the SSN field and click the Search button.
You can also search by Medical Record Number, Birth date, Gender, or Fin Number.

8. After you have found your person and clicked OK, the person’s name will appear in
the name field. (Note: You must find the person’s name through the Person
Search, or the system will not be able to find the person’s information.)
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9. The Start Date field defaults to the date that was selected in the appointment book.
If you would like to change the date on which the inquiry should begin, highlight and
type over the current date or use the arrow buttons advance or go back one day at a
time. You can also click the larger arrow button to bring up the calendar, and then
choose your day from there. After you choose the begin time, choose an end date,
or leave it blank. Begin and end times can also be chosen.

Start D ate:
1042400

l Start Time:

[+ [oon =

(]
[«]
| su Mo Tu we Th

2000
October

Fr

(]
[+]
La

T |

1 2 3 4 5
g 8 10 11 12
15 16 17 18 13
22 23|24 X5 26
29 a0 3 1 2
5 B ¥ 8 1

13
20
27

10

7
14
21
28

4
11

10.0nce you have found the person and have chosen the begin and end times, click

the Find button to bring up the person’s information.

<, Schedule Inquiry
Task Edit Wiew Help

M=l E3

Ny e e IR 7

dd=me e

Name: Test, Jo

MRN: OPR-100074 DOB: 12/24/76

Age: 23 Years Gender: Female

Peson | Resouce | 4|®||[BEGDATE  [DURATIONSTATE | 4PPTTVPE
10724700 - SO0 AM 30 Rescheduled US ABD/Pelvis
Inquiry Type: 10/24/00- 00 &AM 30 Rescheduled UG ABD/Felvis
[Person Schedule It r 10424200 - S00 &M 30 Corfimed U5 ABD/Felvis
AUy 10/24/00-F.30PM 268 Confirmed RT Sleep Study Split Mig
Perzon;
ITest,Jo J
Start Date: Start Tirne:
[10724/00 EE' [ E
End Date: End Time:
[ Ell] 2=
| Clea | Close | 1| | 2

For Help, press F1

CERT |JACRAMLEY |Tuesday, Octaber 24, 2000 (321 FM 2

11. All appointment information for the person that falls within the parameter chosen will

appear in the right hand box.
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12.When you are finished with the information, click the Close button to return to the
appointment book

13.To look up a Resource’s information, follow the same steps as the person search to
bring up the Scheduling Inquiry box and click the Resource Tab.

+ Schedule Inguiry M=l E3
Task Edt Yiew Help
Mk CEA A 88 mE R
MAN: DOB:
Name:
Age: Gender:
Person Resouce | ﬂ_bl
[rquiry Type;
R esouce Schedule Inquiny - Standard]
Resource:
Start Diate; Start Time:
[10/24/00 EE' oo E
End Date: End Time:
1240 HE' o5 E
Find | Llear | Close |
For Help, press F1 \CERT |JACRAMWLEY | Tuesday, October 24, 2000 |444PM

14.Type in the Resource you are searching for in the Resource field and click Enter on
your keyboard. Choose the your resource from the list, then set your parameters for
searching (start date, end date, etc)

15. Click the Find button and the system will bring up all appointments scheduled to that
resource that falls within your search parameters.

Version: May 2020 Scheduling Manual Page 85



Patient Information Chart Requests (PIR)
Overview

Use Patient Information Request to process internal requests for patient charts.
Provided that your system manager has set up your system to permit batch request,
you can enter requests for a set of one or more patients’ charts to be sent to a common
requester at a common location. For multi-patient requests, enter the requests
individually to add them to a list of charts that are processed and sent in batch. You can
remove a chart from the list before sending the batch request. Sending a request
creates a log that reflects the name of the requester, the date of the request, and the
reason for the request.

Learning Objectives

In this section you will learn how to:

e Send a Request
e Modify and Get a Request

Send a Request

1. Click the Patient Information Request (PIR) -icon.

2. Select a facility from the Facilities field.

ProFile: Patient Information Request

Task Wew Request Help

‘ & & ‘ B oW ‘ | iz | Sfsend Request | [Eq Modify Request | (ElGet Request |

Request number “Facilities IBaseIinE ‘west Medical Center j

Request date Requester I\ MI Inguire Un Heguester |
Last updated by “Patient name I ’i_ul Inquire On Batient I
Date required ITUKHHUU“ EB =Requesting location | ﬁl Inquire On Location |
I— =
Time required 1234 Request stalus Initial 'I’Requesl type -
[V Maintain request information Rejected ieasans ]
O Harmful to individual
O Ireealid Authorization ﬂ
Yisit lookup
’VI Tracking |0 j I ‘
Patient: Adrit date: MRN: Birthdate:
Patient type: Dizcharge date: Status: Sex
IAdmll Date I Digcharge Date I Patient Type IAttendlng Physician I Chart Location I FIN NER I
| Ready |Lastrequest: | BDS82 |CERNER [10411/2004 | 1234PM

3. Type the requester’'s name (last name, first name) in the Requester field then click
the Requester Search ﬁl icon.
4. Select the requester's name.
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5. Click OK.
.. Provider Selection =] B3

Last Name: First Mame: Suifig: Cearch
= | | o s |
Mew Provider
Title: Alias; Alias Type;
I ﬂ I I ﬂ Preview |
LClear I
£ Organization Search I«Drganization Lists j
* Searchall
[~ Limit by Group: I j

™ Wiew physicians only

aseline East Medical ...
aseling East Medical ... —

Critical Care Murs.
Test, Critical Care Nurs.
Test, Critical Care Murs... Baseline West Medical ..
Test, Critical Care Murs... Baseline West Medical ..
Test, Critical Care Murs... Baseline West Medical ...
Test, Critical Care Nurs. . Baseline West Medical

Test Critical Care Murs... Baseling West Medical ..
Test, Critical Care Murs... Baseline 'West Medical ...
Test, Critical Care Murs... Baseline 'West Medical ..
Test, Critical Care Murs... Baseline West Medical ..

Test, DBA ) ) -
q e _'l_I
Mare Matches Exist Elil

Ok I Cancel I

6. Type the patient’'s name (last name, first name) then click the Patient Search ﬂl
icon.

Note: Visit lookup provides a way to look up a patient by scanning or entering
a tracking ID.

7. Click the appropriate patient and encounter(s).

Note: If all encounters are requested, click the box at the bottom of the screen
that says All Encounters.

8. Click OK.

& Person Search

Mame: Hame 55N MAM

Itest, profile & test. ProFile 4]

]
MBN: £ test, profile E D 415-28-4068  0000-02; 000109

e

SEN:

E—

Eiith Date:

- E

Gender:

FIM MER: FIM NEF | Enc Tupe | ted Service | Facility | Reg Dalel Dizch Date |

;{luuuoa? Emergency Emergency Medicine  B'WMC
Search | BReset |

5E5-65:

QK | Cancel | Freview... | AIIEnc:DunLersl

9. Click the Requesting Location @l button.
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ProFile: Patient Information Request

Task View Request Help

| =k | [E | ‘ iE2] ‘ Z=5end Request | B8, Madify Request ‘ (EGet Request | &)
Request nurber *Facilities [Baseline West Medical Center -l

Request date Requester Test . ED Physician Inquire On Bequester
Last updated by *Patient name test. profile E [ _| Inquire On Patient

Date required 1041172004 B *Requesting location Ingquire O Lacation
Time required 1234 E Fiequest status ritial ~ |*Requesit_type,

¥ Maintain request information Rejected reasans
D
] Invalid Authorization |
Visit lookup
’VITlacking D jl ‘
Patient: test, profile E D Admit date: +RN: 00D-109 Bithdate: 17941971
Patient type: Dizcharge date: Status: Sew Female

] Bw/-LIR-0000025.

B Perm File 1
. Bw-UR-0000043... B Perm File 2
9/14/2004 9/20/2004 Emergency Limstrong, Thomas — Bw'UR-00000280,.. 000121
t ] Bw/-PC-000002 Bw/-UR-00000280... 1
Bw/-PC-000004 B MO Workroom 2
Ready |Lasl request: BDS82 |CERMER |10/11/2004 | 1246FM ¢

10.Click the appropriate location.

Note:  To save this location as your default click in the ¥ SetasDefaultView gy

11.Click OK.

I B Irternal j

E Bazeline \west Medical Center
=t - Baze West Hospital

: -7 B\A-" Analpgiz Area

; W C |_ll:|lr||:| b epk
£ B\A-" MO wWorkroom
7] BW Permn File
-7 BW ROl Dept

IV Set dis Default Yiew 0K | Cancel

12.Select a Request Status.

13.Select a Request Type.

14.Select date/time required.

Note: If you are entering multiple requests, you can check the Maintain Request

Information box which will hold the requesting location and requester
for you.
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ProFile: Patient Information Request

Task Wew Request Help

| é ﬁ ‘ E fi‘q ’qf * | | E ‘ ﬁsand Request | amndlfy Request | @Get Request |

Reguest number
Request date

Last updated by

Dete requied 101172004 =]
Time required 1234 E

V¥ Maintain request information

*Facilities IEaseI\ne ‘west Medical Center j

Reguester ITest . ED Physician ﬂl Inquire On Requester
*Patient name |lest, profile E O EI Inquire Or Patient
*Requesting location IEW' Coding Dept ﬁl Inquire On Location
Request status Im’ﬁequexl type lm

Rejected reazonz

[ Irevalid Suthorization LI
¥isit lookup
’VI Tiacking |0 j I ‘
Patient: test. profile E D Admit date: MRN: 000-109 Bithdate: 17941971
Patient type: Discharge dale: Status: Sex Female

B r test. profile E D

t Bw-PC-000002
Bw/-PC-000004..

Admit D ate Discharge Date Patient Type Attending Physician | Chart Location FIN HBR

Bw/-UR-0000028. B/ Perm File 1
Blw/-UR-0000048. B/ Perm File 2
=% 9/414/2004 9/20/2004 Emergency Lumnstrong, Thomas  BwHUR-00000280... 000121

BWw/-UR-00000280... 1
B/ MD Workroom 2

| Ready

15.Click the Send Req

16.The note form open

| Last request | BDSEB2 [CERMER [10/11/2004 [ 1253PM 4

uest % 25end Request icon.

s, enter a note or click Exit @

Retrieve and Modify a Request

1. Click the Get Request ] icon.
2. Type arequest number.

Note: The last request number can be found on the bottom of the screen.

Patient Information Request

Enter a request nurmber

_Caneel |

Cancel

{73974

3. Make necessary changes.

4. Click Modify Request to save the changes.
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ProFile: Patient Information Request

Task Wiew Request Help

| é E | E ’iu Xﬁ‘ * | | E | ?%Send Reguest | MUdiFy Request | @Get Request

Request number 799764 *Facilities IBasaIine West Medical Center

Request date 10/11/2004. 12:57 PM Requester ITES[ . ED Physician ﬁl
Last updated by CERMER . CERNER =Patient name |test, profile E O 'BI |hiquire: O Patient
Date required lm EB *Hequesting location IBW Coding Dept ﬁl Inguire On Location
Time required |1234 E Request status lm‘ﬂequesl type Im

V' Mairtair request information Rejected reasons [ p————
1 Harmful ta individual
[ Inwvalid Autharization LI
Visit lookup
’7| Tracking |D j I
Patient: test, profile E D Admit date: MRN: 000-109 Bithdate: 1941971
Patient type: Discharge date: Status: Sew Female
Admit D ate Dizcharge Date Fatient Type Attending Physician | Chart Location FItd HER
B ¥ test, pofile E D
Biw/-UR-0000028 B Permn File 1
Biw"-LIR-0000048.. Bt Peimn File 2
ENF 5M14/2004 9/20/2004 Emergency fumstrong, Thomas — Bw-UR-00000280... 000121
| Rready |Last Request 799764 | BDSA2 [CERMER (10412004 | 103PM

5. The note form opens, enter a note or click Exit J
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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 you to book an appointment. If you get a warning that a slot is
locked, look to see whom it was created by, then have that person unlock the slot.

Booking Conflict - Cath Lab E E

The following appaintments are in conflict with a Baoking-n-Progress ar an already confimed appaintrment:

Conflict I Conflicting appt. | Created By | Appt. Type | Location I Role | DatedTime | Booking ...
Perzon B:454M - 315 Throckmorton, ... Cardiac Ulraso...  JPMC M., Patient 1412/ 116, WRITTEN

1 | *

Owerride | Cancel |

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

Lock{s) held by SCHEDDBC EHE
=] E | Lacks Lock Type | Person/Resource | Beain Date Duration | Appt Type Location | Rale
Booking (4) B SRR A T TR e o
9| In-Process Appointment | Slat CT Room 1 BWHMC - 3/31/2005 12200 P 15 CT Abdomen  BW CT  CT Fooms Bw
Slat CT Room 1 BEMC  5/20/2005 2:004M 15 CT &bdomen BECT  CT Rooms BE
Perzon Gonzales, Ted 5/20/2005 2:004M 30 CT Abdomen  BE CT Patignt
1] J ol [« | |
[~ Show verified locks Eemove |

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

3. If you don’t see a lock 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.

4. You may also need to release any verified locks. To Accomplish this, click the
checkbox next to Show Verified Locks in the bottom left corner of the window.
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Blocking Schedules

There are times when you will need to block off a schedule so that appointments are not
scheduled. There are two ways to block schedules.

To block just a few slots, you can use the appointment type Block appointments. You
can schedule this just like regular appointments. When you have confirmed it, the slot
will be RED and cannot be scheduled to. To cancel a blocked appointment you can just
R click on the appointment and go to actions and then cancel and this will cancel the
blocked appointment if needed.

+159.140.228.153 - Citrix ICA Java Client [_[Clx]
3| sl

15 Scheduling: Appointment Book HEBR
Task Edit Miew Help

g pEa kD 3iep M Tree EgFal® |o&4| K|

MRN: DOB:
Name:
Age: Gender:

El 2001 El Books  Appointment Whork In-Progress:

El January SehedulE:

Su Mo Tu We Th Fr Sa | |&sponiment Type ] b » |

Lari

@123 456]|]|| [ = |G|

T8 910N ’E 13 Appaintment Location Hecur

Wt 6171818 W | ] 5 W

A2 1% B KB T SUIZES

mowom oy g o o |

4 5 B 7 8 910 | - |ﬂ

1/12/01 - Ultrasound -

R R US Room 1 US Room 2 US Room 3 | -
E:[6:30am

| o0 aM

| 730 AM

| 8:00 AM | 540 Minute Siot

4| 8:30 AM

4| 9:00 AW 315 Mirwte Slot

+f+| 9:30 AM

T [10:00 AM

L[10:30aM

J[11:00 AH

i W

l12:00PM

R [12:30 PM

[ 1:00 PM

LM 190 pu =l
For Help, press F1 |B1048 [RTHROCK. |Friday, January 12, 2001 [11:18 AW
iﬂStaltl A Cemertpps | @Scheduling Scheduling D. | [ Scheduling: Appointm... ’E
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If you need an entire day or more blocked, the Block Out appointment type may be too
cumbersome. Instead you can delete the slots that you want blocked, and add in
blocked slots.

To delete a slot, right click the slot, move your cursor to Slots, then Remove Slots.

Note: To remove more than one slot at a time, left click each while holding

down your CTRL key, then right click to remove.

+159.140.228.153 - Citrix ICA Java Client |_[O] x
= Elg
T4l Scheduling: Appointment Book HER

Task Edt Miew Help

EREL TR he Tza]| @eFes o0& ¥
MRN: DOB:
Name:
Age: Gender:

] 2001 ]| Books Appointment whork In-Progress:

] January ] Sohedule

Su Mo Tu We Th Fr Sa | | Apponimen Type ] e b |

o T o

7123 456]|| [l Negt [

78 9 10 11[12 13 | | Appciniment Location Reawr

Clear

14 15 16 17 18 19 20 I j

A2 B UDH BN S

2829 wWH 12z e

4 5 B 7 8 910 | - |j

1/12/01 - Ultrasound Al

C 3

M N US Room 1 US Room 2 US Room 3 o
W W

[700aM

A 730 AM

[ 8:00 AM | 540 Minute Slat el b

A+ 8:30 AM I

M N 9:00 AM ~ Add Mew Appaintment

N NEETTT Book Heguest

- [Carifim Bequest

of-[10:00 AW

x. Remoye Bequest

: : Besunfopaimert

00 am

oz 0 [T ‘H”Q“"yt .

I [1zooPH B

gepzaom 0000 | Applcations ’

b LN, Person 3 j
o T |
For Help, press Fi Resources + ots | |E1048 [RTHROCK. |Friday, January 12, 2001 [11:18 AW
iﬂﬁlalll ‘| Cemerdpps | @Scheduhng Book Setfings ¥ Slot Comments. | ’E
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The system will ask you if you’re sure you want to remove them. Click Yes.

@ Are you sure you want to remowe the selected slots?

Mo |

Once you have removed all the slots that you want to replace, click the resource whose
slots you are adding to, then right click. Move your cursor to Slots, then Add Slots.

1 159.140.228.153 - Citrix ICA Java Client [_[o]x:
= @l
1l Scheduling: Appointment Book HEBR
Task Edit Yiew Help
4 MREC T EARd#E M T rRa| (EnFes | ess| v
HRHN: DOB:
Name:
Age: Gender:

Wwork In-Progress:

A Move P

Books Appointment

EI 2001 EI
a January ]

Su Mo Tu We Th Fr Sa Appaintrent Type:

311234EE| J

Schedide
[Earit

7 8 9 101112 13
1415 16 17 18 19 20
HnHuBBY
BB WA ¢

Appointment Location;

et
- Hecn

Peison Mame:

o
= —HI Suggest

IE

45876910'

1412/01 - Ultrasound Y|

|

€x US Raom 1 US Room 2 US Room 3 B
L {10:00 AM| 540 Minuts Slot

L [10:30 AW

&4 Aclions

st [11:30 AM

+2+12:00 PM. Add New Appointment

Ehasorm Bt

M N

N WEETT Corfitm Fequest

8. Femave Fequest

[ 1:30 PH A

M M ECUNERETRtMERD

+M+| 2:00 PH

230 PH Inguiry >

b W BT Bepat i’

| 330PK Applications 3

B 5| LOUEH Person »

Sz [L0IEN lots o] AddSiats. &
LeSel E-NN DU ¥ | EEmoveSlats

Resources

|
Book Seltings N B1048 [RTHROCK. [Fiiday, January 12,2001 [11:19 AW
| @Scheduhng cheduling cheduling: Appointm... ’E

For Help, press F1
i Start| CyCametpns

You will need to put in the time that you want the slots to start, and end. The time
interval defaults to 30 min, you can change it by using the drop down box.

Then you will need to select the slot you want to use. Click the plus + sign next to All
Slot Types.
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Add Slots - US Room 2 HE3

Dray Begin: Dray End: Schedule:

[pe45 = [Fats = | ]

Time |nterval:

9:15 Ak
EC =1 [sas.am
I Dizplay slaot properties when adding a nevw slob 10:15 A
10:45 A+
Shot Groups and Types: 1115 &t
-~ = 45 Minute Slat =] [F1.45 8m
450 Mirwte Slat N
480 Mirwte Slot 1210 Pu
510 Minute Slot MESTETRET
528 Mirwte Slot 1:15 PM
540 Minute Slot 1:45 Phd

= 570 Minute Slot

= BO Minute Slat

= 600 Minute Slot

= BEO Minute Slot

= B0 Minute Slot

=90 Minute Block

= 90 Minute Slot

= Block

= Block sppointment

= Block Out - 30 Minutes

[ I Carcel I

Click the Block slot you want to use, (try to use either Block Appointments or Block Out
— 30 Minutes), then drag it over to the time of the right side of the window.

Add Slots - US Room 2 ?
Day Begin: Day End: Schedule:
EZS ][5 = ]
; 8:45 AW
Time Interval: T
[30 =l vy
[~ Display slat properties when adding a new slot 10:15 Abd :
10:45 Abd
Slot Groups and Types: 11:15 &M
----- o 45 Minute Slot ;I 11:45 Ak
----- = 480 Minute Slot N
480 Minute Slat 12:1 Sl
510 Minute Slot 288 FH
525 Minute Slot 1:15 P
----- = 540 Minute Slot 1:45 PM

..... = A70 Minute Slat

----- = GO Minute Slat

----- = B00 Minute Slat

EE0 Minute Slot

ES0 Minube Slot

30 Mirwte Block

----- =90 Minute Slot

----- = Block Appointrment

----- = Block Out - Holiday

----- = Block Out - No 30 Minute Appointments
Block Out - Mo 60 Minute Appt
..... = [Open

Kl

ok Cancel
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Click OK and the slot has been added.

+159.140.228.153 - Citrix ICA Java Client [_To]x

3| ®@

f5l Scheduling: Appointment Book (3] ]

Task Edt View Help

AERECTEE AT M TR | WrRGE | [css K
MRN: DOB:

Name:
Age: Gender:

(0| 2001 ]| Buooks Appaintment whork InProgress:

(0| January ] Eohedule
| Move b

Su Mo Tu We Th Fr Sa | |Appontment Type:

w123 45 6|l [ = Garfim
78 9 10 11[12 13 | | sppointment Location Rezur
Clear =

14 15 16 17 18 13 20 I j

2 2 213 M /BN Suggest

Bmaaq 1 o | |l
15678 9|l L5

141201 - Ulrasound A
US Room 2 US Room 3 | B

7:30 AM
B:00 AM
B30AM|
.00 AM
930AM|
in:00aM)

[EEXEXREX]
I EEEEREE"

3
*

13

1:00aH)
11:30AM]
1200PH}
1z30PHf
:00PM|
1:30 PM

Z00PM|

-------------- ] B
N W e ] =

180 Minute: Slat

[EXEXZEXEEEEEERE LK)
[ EEEEEEEREEREEER]

3
*

For Help, press F1 |B1043 [RTHROCK. [Friday, January 12, 2001 [11:25 M

§ﬂ5ta|l| 3 Cenerbpps | @Scheduling: Scheduling D... | Scheduling: Appointm___
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Request List(Wait List)

When an order is placed in Powerchart, and a Request List Queue has been set-up, the
scheduler will be able to look at the Request List to see what appointments need to be
scheduled.

1.

From Powerchart, select a patient using the person seach icon. Select the
correct in-patient encounter.

From the Order Tab in Powerchart, place an order.

A 0F 451 AM
Sign the order, using the E icon . Click the om] to refresh the screen. Ensure

that the order is now in “ordered” status.
In the Scheduling Appointment Book application, select the Request List Inquiry icon

E

. This will open the Queue window.

Select Queue only from the first drop down box, and the appropriate queue from the
second drop down box on the left side of the window.

+* Schedule Inquiry - Queue Only M= E
Task Edit “iew Help

NaE%CEI Ka|ea 8d =t0pa|w

MRN: DOB:

Name:
Age: Gender:

Request Lizt

|tquiny:

I GQueue Only j

Fequest List Queues:

IHadioIog_l,J Inpatient j

Find I Clear Cloze

For Help. press F1 [E1125 [JALLEN Wednesday, May 22, 2002 [5:07 AM 4
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6. Click “Find”. This will bring up a listing on the right side of all the orders that have
been placed in Powerchart that need to be scheduled that meet the requirements set
in the request list.

= Schedule Inquiry - Queue Only H[=1 3
Task Edit View Help
HmE%E KA ea8d @0 ndR
MRN: DOE:
Name:
Age: Gender-
Fequest List [ oc [iso] stat] inp [ action [ Person Mame [ Appaintrent Type | Ealiest Date [ Time | Orders
- Tes Book  TestJoyB %R Chest/abdomen/Pelvis  08/15/2002 - 12:00 &M *R Abdor
Inquiy Book  Scheduling, Miniregeight  Dexascan 06/16/2002 - 200 A 02:00
(R Dy = Book  Scheduling, Miniiegeight  Dexascan 05/16/2002 - 00 AM D800
Yes Book  TestJR, Brent| CT Spine Procedurs 05/16/2002 - 12:00 AM CT Facet
P Yes Book  tyson, chris Angiography 05/16/2002 - 12:00.8M ANG Adre
flegues e o Yes Book son chis CT Spinewi/Convast 05/16/2002 - 1200 AM CT T5pir
IF!ad\n\Dgy Inpatient j Book  Scheduling, Miniregeight  Dexascan 06/16/2002 - 200 AM  02:00
Book  Scheduling, Two ammography 06/16/2002 - 12004 AM Only
Book  allen, julie R Procedure 06/17/2002 - 800 AM D200
Y Yes Yes Book  Orders, Cindy Nuclear Medicine 05/21/2002 - 12:00 AM NM Bone
‘es Book  Orders,Joan Nuclzar Medicing 05/21/2002 - 1200 AM M Bone
Yes Book  Orders, Nona Nuclear Medicine 05/21/2002 - 12:00 AM MM Bane
res Book  Orders, Lynn Muclear Medicine 05/21/2002 - 12200 AM MNb Bane:
ves Book  Orders, Tem Nuclear Medicine 06/21/2002 - 12:00 AM NM Bone
ez Book  Orders, Jill Nuclear Medicine 06/21/2002 - 12:00.5M NM Bone
Yes Book  Orders, Anni Nuclear Medicine 05/21/2002 - 12:00 AM NM Bone
‘es Book  Orders, Gretchen Nuclear Medicine 05/21/2002 - 12:00 AM M Bone
Yes Book  Orders, Mavis Muclear Medicine 05/21/2002 - 12:00 AM MK Bane
ez Book  Orders, Debbie Nuclear Medicine 06/21/2002 - 12.00 AM MM Baone
ves Book  Orders, Shamim Nuclear Medicine 06/21/2002 - 12:00 AM NM Bone
ez Book  Orders, Temi Nuclear Medicine 06/21/2002 - 12:00.5M NM Bone
Yes Book  Orders, Nadine Nuclzar Medicing 05/21/2002 - 1200 AM MM Bore
Yes Yes Book  twson, chriz R Chest/Abdomen/Pelvis  05/21/2002 - 12:00 AM =R Abdar
Cleay Close I 4| | |
For Help, press F1 B1126 JALLEN [Wednesday, May 22, 2002 |5:092M 2

7. Select the Person that will be scheduled, then right-click to bring up the option menu.
Te: OO0k | EE20JH, BIEn |
Yes Book  twzon, chris

Congin.. uiing, Mir
Contact... duling, T
Madify.... iulie_
T es Beschedule s. Cindy
el s Joan
2, Mona
Cancel... =, Lyrn
[zt z, TErm
=, Jill
[Eheck .. = A
[Ehert Wk, 2, [Aretche
: 2, Mavis
Werfy... = Nehhie
E ted Mec Check...
Lock. .. Ezday, Ma
[rlEek..

Complete Beguest...
kadity Request...
Move Request...
Cancel Reguest. ..

Schedule
| rugutiny 3
Perzon 3
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8. To schedule to requested appointment, click Schedule. This will bring up
Appointment Attributes Window. Complete any required fields from the Scheduling
Accept Format. Click Ok.

[l Appointment Attributes H

=43 tyson, chris Dietails |D|dels| Resource Llstl Euldelmasl Appmntmantl E\lglhlhlyl Medical Nacass\lyl
<5 CT Spine W /Contrast

*Requesting Provider

IIT est, Doc ﬁl

Send additional copy to:

[ |

BT

Outside Pertinent Films

Cancel

9. This will place the appointment information into the Work in-progress box. Complete
the appointment as normal.

Books Appointment | Wwiork in-progress:

E1- €3 tyson, chris

j Move # | E|® CT Spine " /Contrast [Thusday, 05/16/2002)
EI--- Current Schedule

= _ Mew | = [ eol

=“Appointment Type:
CT S =t

=Appointment Location: < DICT RM 1, 2

EC| j (e | <% Neuro Radiologist
ot Patient

*Person Hame: ANR

[tyson, chiis I LI
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Requests and Inserts

REQUEST For Wait List — No Show

P&l Scheduling: Scheduli X
-
Task Edit Wiew Halp
| eBa- D@ [[#ERIRCDI KT 0 @iFRsS | Me|zzlaa R
"t FEes F |esspudERE
* Name: SCHI
il Request for Book X
Person Commets:
I Name: SCHED, M... Home Phone: (302 59-8622 MAN: 00000705
2007 Gender: Female
Person Camments: G Business Phane: Age: 42 Years
E July chedule
Bl e ulb = SCHED, MAGGIE Scheduling Ciiteria | 5ummary| Genela\' Deta\\s' Dldels' Guwde\ines' Nal\ficatmn' Conwersation Surnmanes' Eligibiity 41 * | {0
ujgjs ¢ = % Asthma C| QEH
2 9101112 r~ Appointment dat Fecur
 Requested dat 2 Y Aug
16 17 18 19 equested dale range R EEI [2007 4us02 EB -
22345 %  Requestin =} IDays =] From IZDDNuI-DZ EB
— equest
B3N 12 :
I hon | Tue | wed | Thu | Fii Sat Sun
56 7 848 Insert
- Bppaintment timi
& Time range [o730 E [te:0 E -
 Time restictions: IAM Only ;I -
i~ Request list
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 Wait List
ECG SMH
EndoNo Show J MI
Endo Dugue T
[V Shaw &l

. v T8 FS. woched. s [P WESOLIY S allE 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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E P2 Scheduling: Scheduling Appoin _|d ﬂ
Task Edit Wiew Hzlp
|egak-»-Ba [|4EHRB0EI KRG 00 (Bd(@4 987, | Hejzzaa|w
R TY Y |rssamamn
| Name: SCHED, MAGGIE Home Phone; [302] 6538622 MRN: 00000705
Gender: Female
Peison Comments: 5 Business Phore: Age: 42 Years
" K| 2007 D] Bocke Agpairinent | Work in progress:
] July Dl N e crien mansE Schedule
“Appoin
Su Mo TuWe Th Fr Sa [ Insert - Asthma €l QEH ﬂﬁ EH Confm
sthima [ . N 1
1234567 _ Bchedule
8 910111213 14 Appoin HEsrCE = | a Cl OEH ﬂl
AR | OEH Asthma Educalor 1 v o
151617 1819 20 21 IR, |CEH s Edestor tancel | fH Asthma Clinic g
DBRUKBK T B T Ll Hert
X¥WH 12 4 lS_EHT IAslhma Slot (10:00 - 16:30] LI Request
5678 3101 Time
1000 E
Setup Duration, Cleanup: — |
QEH Asthma Educator 1 [2] m m ’
[ Distinguish Setup and Cleanup durations
. A
o Far Help, press F1 PROD [CIKNOX |[2007-Jul-03 [08:12 4
= =

.~ | B8 FS.  Usched. ow | sFT W% SN0 e UIE 812 AM

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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Printing Reports

To Print Reports from the Scheduling Appointment Book, follow the steps below:

=

Click on the Appointment Reports Icon in the tool bar: %
2. The Screen Below will appear:

PG (Citrix) Build User Folder CRTN_MI (P2200) - Citrix 1CA Java Client

£ =18/
£; Schedule Report [L[E1X]
Tak Edi View Heb

Elgtily Request List | bedical Neeessiy

=
Start date: Start time:
021872003 EE' 0000 E
End dale End line:
021872003 EE' 2355 E
Copies:
Piner
[ [

Emal |[ Pt Swele | Vew | e | Cese |
Hstart | 7] G) & @ || Bhiovo...| Boten. | Gyscve...| & o, | vz | Beier. | cnn. Fonti. | LGoLTROm smm

w

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

Select printer from drop down box.

© N OA

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.
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Adding Comments

Slot Com

E RY Scheduling: Scheduling Appoi

Task Edit View

ments:

Help

-0

Ed

J @Back - = - [1] 4t

IEEELTY

F |nsspuaER

Name:

Person Commerls:

E July

SuMo TuWe Th Fi S5a
112 3 4 5 6 7
8 91011 12 13 14
15 16 17 18 .19 20 21
RZBUBER TN
= I 1) N B
EE 7 8 830N

E 2007

QEH Asthma H

E Selected Slats:

Haome: Phone:

Comments:

MRN:

Render

21X

E [=-HEH Asthma Educator 1
----- Bsthma Slat (08:30]

patient nesds a drive home

Schedule
Carfirm
Fiecur
Suggest

Request

e

Irsert

I+ r‘P

FROD [CIRNOK [2007-10M03 DR:02 4
=

.~ EIM. v @ Sched...

EY 2 GIS) Aeya)

U JalTVE 8:03 AM

Highlight the slot you wish to put the comment on. R click and highlight slots and pick
slot comments and the slot comments box populates. Fill in required information in the

comment field , click OK .

To check on the comment in the slot 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. Or you can R click slot

and slot co

mments.
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Resource Comments

|| Scheduling: Scheduling Appoi _ o
| Tack Edit View Help

Hepk-2 B8 | ADHRERCEI KD 0% B FFH S |[nelzziae K

Ed

-
BE-IE1-Y < Add Resource Comments ?/X
Name: Camment types pplcalion ang
Person Comments: IHesnurcs Comments ;I Bk B
_ 2007-Jul02 2007-Ju-02 Date Exceptions
E 2007  Comment description: EB EB
Begin time: End time: —
July | = Schedule
[ I [0 D E ¥ 4l ol day —I
SuMo TuWe Th  sopned Resaurce Carfim
102 3 ¢ 5 [0EHAsbma Eccatr | Hon T e e | T | _5a [ s |
Fiecur
9 8T e Resource Comment kemplates: Resource Comment:
15 16 17 18 19 j Suggest
2 BAUXBB
B |2 [P |
56 7 8 9 ﬂ Insert

[]

Comment | Resources | Date Range | Time Range | Days of Wee Add
| Physicians is coming at 9. GEH Asthma Educator 1 2007-Jul-02 - 2007-Jul-02  D0:00 - 23:59 Man, Tue e

mu_fjf_/jf_/jf- : Update

L

Delete
B
Apply | Clear | Close |
il
For Help, press F1 [PROD [CIRNOK [2007-10M03 [DR:05 4

c€6 [9aN. »[22L. » E2M.. v @ Sched.. ™ IWH"" WES LW el 8:06 AM
Click on the resource in the appointment book or R click resource and highlight
resource and click “Add Resource Comment , In the comment box put in the information
in the description (what | do after | enter the info in the description field I just copy and
paste in the resource comments box ) Click add and Click apply and then close. Putting
in the information concerning that resource the icon (blue bubble) will appear on the
resource in the appointment book.
To check on the resource comment that was made, just click on the icon and the
information box will populate with comment. Or you can R click go to Resource and
view resource comments and comments will populate.
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Person Comments:
E F3 Scheduling: Scheduling Appoi _|gl
i Tacsk Edit Wiew Help

Hepk-2 B8 | ADHRERCEI KD 0% B FFH S |[nelzziae K
IR Y| < Add Person Comments ﬂﬁ

Name:

Ed

Comment types:

Person Comments: IFalsnn Comments -

W Comment description;
E July Ipanenl needs a dive home

Su Mo TuWe Th

Schedule

Person Comment templates: Person Comment: i

112 3 4 5 patient needs a diive home ﬂ
B 8101 12 Bz

15 16 17 18 18
BB UB B
BWA 12 etz

5678 9

Suggest

FLEEELE

Irisert

[-]

Apply | Clear | Close |

s
|ETT [I— \LIL

[PROD [CIRNOK [2007-10M03 DR:08 4

ze 6 [9aN. £21. ~ E3M.. v ¥ S5ched.. s | LS S U allE 807 AM
Click on appointment in appointment book R click go to person and then person

comments and click “ADD” fill in comment box in comment description and copy and
paste and put in Person Comment field click apply and close.

To see a comment for the person, click appointment , R click and go to person
comments it will show what was said. If the name of person is in the demographic bar
the bubble will appear and you can click on the icon and the information that was put in
will populate. ( you have to have the icon checked in the book settings.)
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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 a place to enter any

P 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 dialog box.

E P Scheduling: Scheduli

-0
Task Edit Wiew Halp

gt B |[4/URER0EN KB4 0%(8d @488/ [[HMelzzaq K
B FEELF |esspmaBE

Es

Name:
[al Contact ?1X
Person Commets:
.— Name: PYKE, MIKE Home Phane: (302 566-2233 MRN: 00002172
2007 Gender: Male
E June Person Commets: Busingss Phone: Bz dliins chedule
SuMo TuWeTh B General |Summaly| Buldshnesl Nnhhcatmnl Ennvsrsahnnﬁummanssl \hneranesl anks' Baoking Nntesl Zarim
& 2 & W & Asthma Cl QFH
345 67 Date: Time: ecur
0 R E W 20723 B [ s
17119 20 2 Cammerts n
Hnna s ] b
12 3 48 Irisert
|| | —
s
2] o
v
- For Help, press FL - . A5:51 4
T

5€6 [wNovel. [221. ~[CigEs. Hac. - = éﬂel'-l"*'w!!"::- i 4 0laltE 8:51 AM
Click the icon “Contact” in the toolbar or R click on the appointment and highlight
Contact , the Contact box populates you can just put the date which default in or put a
message in the comment field. Click OK
To view this you go to the Icon “Appointment View” or R click on the Appointment and
go to “Inquiry” and Appointment View and click on the Tab “Action History” or “Action
Details” it will show the date of contact. Or the same as above but go to Appointment
History View and to the Tab” Action History” and it will show time of contact.
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CR is Down

Process when CR is Down:
When the CR is Down -

If you click YES, the following message appears.
Register Patient ' ﬂ

‘“"‘»l" You must manually insert a downtime number,

=

Click OK, The Cursor will return to the MRN field (White in color see below).
Hold down on the CTRL key and hit the Insert Key

A number will populate the MRN field from the alias pool
3. Click OK

N

% Register Patient |8l x|
B

Last Name First Mame: Hidde Name Nickname Maidzn Name Gender

PAD ALICE

Date of Bith Age MRN Encounter Number Disease Aleit Marilal Status
1978023 G| ﬁ'mr [ =] [aed B
Primary Language Intespreter Required Religion Church
Engish v j j j
Patient Information | Encounter Infomation | Contacts  Insurance Primary | Insurance Secondary | Insurance Tertiary | Insurance Summary |
Subscriber's Relationship to Patient
SELF -
Search for Subsciber
Last Name First Name Date of Bitth Gender Street Address Street Address2
PAD [BLICE (9760023 [ [Female =] [rdsa
Cauniy Cily Province/State Pustal/Zip Code
Canada j |::: [Prince Edward Island ﬂ C1N 2N2
—Flan Information
Search for Health Plan
Heakth Plan Financial Class Health Plan Type Heakh Plan Name Palicy Number Version Cade Expiy Date
[PETHI [PEIHI PEIHI 1234557 [ HE
—Subscrber Emplayer Inf

I3 Cancel

[PAOD [REGCLERK [I07un2| 11:27

‘Ynu can view the response o inquiry naw by clicking the hansaction taolar button,
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Process when a number is mistakenly not Assigned:
User, clicks on the “Add Person “ button, to carry out a Registration but mistakenly
does not use the “Search for Person Icon to obtain a new MRN/PHN.

1. The following message will appear when you click OK to complete your
registration.

Sax Basic

2. IF you Click NO (Twice) a message presents below:

Register Patient x|

ﬂ_:}/ You must request a MRM from the CR. Please submit the query,

3.  When You click OK, the message closes.

4. Carry out the process of getting a number from the CR by clicking on the
Search for Person Icon (with the green checkmark) top left hand corner.
Continue steps of assigning new number.

Complete the registration.

oo
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