Appointment Scheduling

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 Appointrent |
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*Appointment Type:
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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.

A

* Davis, Cannar
* Jones, Brandon

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

Group Seszion Type: Diabetic Group Education
Dezcription: Diabetes Ed

Laocation: B Diab Clinic

Capacity: 10

Mumber 5cheduled: 2

Shared: Mo

Dpen: ez

Patients:

Mame | Statusz |
iDavis, Connar Confirned i
Jonesz, Brandon Confirmed

Resources:

Rezource | Ruole |

Diabetic Ed Nurse Diabetic Ed Murse
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