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Where do | find the scheduling setup?
Click 'Scheduling' in the sidebar > [Scheduling Setup]
@[cii-Cii  Goll

< Scheduling Dashboard
Home
Patient = Setup
Scheduling h Schedule Setup )
Status

From the Calendar > Click Settings tab > under Action > Click hyperlink 'Schedule { e l
Setup'. Schedule Setup can be used as a wizard. Use the Tabs for Types, r‘“”“ . l
Resources, Slots, Statuses, Build; from left to right.

How do | create appointment Types?
Scheduling in the sidebar > [Schedule Setup] > Types

Click [ADD]

Type ID and Description

Duration: this can be overwritten when booking

Choose a color. If the color is very dark choose a light[] 'EditApeeintment Types )

"Text color' Iype:VNPau ) Deicriptinn:l_wl D!ratinn:\'g
Person Required - Un-Check for appointments such B sorounacoor ) o coor [ Gancetcolor:

as Block, Lunch and others that do not require a e CEETR R L L [T ST -
patient. 'Block' -check for ‘on the fly’ appointment Q‘p
blocking such as Meetings or Out of office Block: [
[SAVE] Exclude from ME Report : 0

Exclude from Missing Encounter Report S

Person Required: Instructions:

| Save [F2] ! Check when no Appointments are desired to be scheduled during the duration of the block

If you are currently using EHR and the Scheduler and you will AR sera
continue to do so with your new PM then you should create appointment types that are IDENTICAL to the existing
appointment types in the EHR. Check with your EHR or trainer to see if this step is necessary.
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How do | add a Resource (Provider) to the Calendar?

Go to Scheduling in the sidebar > Add/Edit Resource )
[Schedule Setup] > Resources tab S —
Dmﬂ -SELECT-  v] L
1_ C||Ck [Add] Abbreviation:| | Name: |
2. Choose Type - Person, Equipment, Emid.,r;. » Effestive: " Expiration: !
Room or Group Time In::r\emen‘t{minuhs]:: 10 ' Scheduling Setup
3. You may choose to link with a specific _,l Faciites: o0 = | Resources
Provider from the Billing/Rendering BRIARWOOD[T): @ | 15 PIN[Z:@  HOSPOUT "ermscwr & @
- B} B
library MAIN OFF [1]: & ;g NRT[5]: ¥  SEASON: | VP eaEe
.. . . SOUTH OFF [8]: ¥ | Search |
4. Set minimum time increments e | s0 —.ma
5. Choose Facilities where this Resource is \SaelRal | Cancel) F
available for appointments
6. [SAVE] Today | < ‘ > ‘ Wednesday 08/31/2016 Appaintmen
DAV (1)
If there is only one time increment - @ctmiem @OorFrcE@
. . - 08:50 |
chosen for all Rgsources, i.e. .10 mln, @D [ Today | = [ = \ e 0832016
the_n only O.NE t.lme column will display '09"0—' DYLAN (18] FrARIE
If different time increments are chosen — @ MAIN (18) @ MAIN
for Resources, and are displayed -08:00 This Resource fime B THic Resource time
together, multiple time columns will display - -os:a0-| incrementis 10 minutes L Legas{ increment is 15 minutes
one for each Resource ;.

If an individual user prefers to change

the view, use the 'Always Show Time' & | » ‘\-”T“{m"
checkbox on the sidebar in the s

calendar. e

w0

S-Minute Ticks: #

g, bme columns will always show if two or more Resources have different Time Increments

How do | attach or link specific
appointment types to specific Resources?

From the Resources tab under [Scheduling
Setup]
Lk Apomet Tpes ROGERT HAWKINS PHAVKNS]

Are you sure you want to unlink this record?

-_—

Appointment Type column > Click hyperlink
number

2. In the popup > to unlink one at a time >

highlight the appointment (you may skip this step if not needed)
Click [Unlink] or [Unlink All]

4. [Unlink]

w
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How do | Link appointment type to a specific Resource?

From the Resources tab under
[Scheduling Setup] >
Appointment Type column >
Click hyperlink number

~ Appointment Type

1. [Link] Appointment Type Duration
2. Choose from 'Appointment J) it rrasroreTY] e
Type'
3. [Save] - Page See: (800 7

Thers are nn reeacds availabls

How do | view all resources?

( Types (7) Slots (7) X Statuses (?) \

] . ] . Filter Criteria Clear (%) @)
Use the checkbox 'Include Inactlve.to view ity e e e
resources that are not currently active. (Geat)
(o) (oot

Resource ID Type Name Facilities Rendering S'
Bl nd — | WNas ~aw - T

How do | create Slot Types?
[Schedule Setup] >

—

Slots tab

2. [Add]

3. Type code (which displays on the
calendar next to the time of day) and
description

4. Background and Text Color

5.  Maximum concurrence appointment -

this number is the maximum number of

\3/ Type Code:|INJF | (2) Description: | INJECTION AND FOLLOW UP

4 Background Color: | TURQUOISES  TextColor:[BLACK  #7(?) Maximum C Appoi }'_Ej @ \5/.

Expiration: I.

Effective: I. e

. i All Appointment Types: [_| (7) \\6} Uncheck All
appomtments that can be booked in SavelF2l 7)
this slot
o Once the max has been achieved
the user gets thIS Warnlng' The user may OverbOOk [ WARNING! No additional appeintments allowed for this time slot. *

based on their permission
6. Un- check 'All appointment types' to limit what
appointment can be booked during this slot
7. [SAVE]
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How do | Add an Appointment Status
Go to Scheduling in the sidebar > [Schedule Setup] >

1. Status tab

2. Click [Add]

3. Fill out > Status > description fields,
choose if this status shows on the
Missing Encounter Report and if you
would like, Add a Custom Border
Color to visually indicate Status

Add/Modify A intment Status
4. [SAVE] _ol J
Type Code: | GF |
Description: | [CONFIRMED )
Exclude from Missing Encounter Report: ||

Custom Border Color: [ |

|Save [F2]| Cancel |

P

How do | add a Scheduling Build?
Go to Scheduling in the sidebar > [Schedule Setup] >

Yé N ©)

Slots

Build tab

Click [Add]

Check all the Resources, Facilities
Choose Recurrences options' Weekly, C"heck Al Unehack Al
Monthly, Yearly {

Filter Criteria Clear

Resource

Add/Modify Schedule Build )

e

THERAPY [GTHERAPY]: [ | DYLAN [PCONNETT]: ¥/ FRANKEN [PFRANKJ

5. Select the 'Slot Type' FRENCH [PFRENCH] IASTER [PJASTER]

Facilities 3.
Check All Unchecl All
BRIARWOOD [7]: [ | HOSPOUT[3L: [ | MAIN [11: [ |
NORTH [5]: [ oP[2]: [# SEASONS[4]: [
I
—Recurrence Options
® Weekly 4 Recur every week(s) on:
' Monthly L Monday Tuesday Wednesday Thursday Friday Saturday Sunday
O Yearly 7l 7l [« el [« O O
: . Slot Type 5 | Priority © 6 |
6. Select the Priority APPOINTRENT(APPTI v
H B H Effective Fwniration Start Time End Time
o D.etermlnes which slot type. will be. e/ar/zois 17 | Tosz00 ad+][11:55 sr (B
displayed on the calendar if there is =
a conflict a9 icl

o We system deliver 3- Medium
7. Choose Effective Date, Expiration is not required
8. Start Time, End Time
9. [SAVE]
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You have the ability to add multiple Slots to the Build at one time. Click + to add a Slot, or - to remove one.
You are able to add up to
50 slots at a time.

Types (7) Resources (7} [ Slots (7) | Statuses (7 '

Please note that even

though you are saving AddModity Schedule Buia )
multiple Slots in one Build, o Weekly Recur every [T 7] weekts) on
. . Monthly Monday Juesday Wednesday Thursday Friday Saturday Synday
you are still able to edit the ® Yearty @ 8 @ @ o
Slots individually once they I (- - Hiediim v
Expiration Start Time  End Time
are saved. 08/01/2017 | 08/31/2017 | [08:00AM | 05:00PM

Slot Type Priority

N : - High
Effectiye Expiration Start Time  End Time
08/01/2017 | (08/31/2017 | [12:00PM | 01:00PM

| save [F2]| | Cancel |

Schedule Build - Copy Day

It is possible to Copy a Schedule Build from one Resource/Facility and apply it to other Resources/Facilities
using the filters for:

1. Resource/facility

Types (7 g Resources (7) Y Slots (7 i Statuses () )i Build (7) )
- Build o e - Preview
Filter Criteria Clear (&) @ LAB (0)
Resource Facility Slot Date Time Only Show Unexpired 08:00 =
|\ LAB [RLAB] |- an- v Al | 07/27/2016 ||| @ s
‘Search e
L@@Je Page Size: 500 v 1-4/a gaw
¥  Resource Facility Pattern (Priority) Effective  Expiration Start Time End Time slot Fr
[ ¥ LAB[RLAB] MAIN OFF [1] Every week on Mon, Tue, Wed, Thu, Fri (3) 07/25/2016 08:00AM  10:30AM LAB [LAB] = ”:’:" =
 # LAB[RLAB] MAIN OFF [1] Every week on Mon, Tue, Wed, Thu, Fri (3) 07/25/2016 01:30PM  03:10PM  LAB [LAB] 08:50
(# '+ LAB[RLAB] SOUTHOFF[8] Every week onWed, Fri, Sal, Sun (3) 07/27/2016 0B:00AM  04:00PM  LAB [LAB] 0300
& ¥ LAB[RLAB] SOUTHOFF[8] Every week onWed, Thu, Fri, Sat, Sun (3) 07/27/2016 10:30AM  0Z:00PM  LAB [LAB] A
2. Date

3. Click [Copy]

If you only want to copy part of a day, un-check the slots you do not want to copy



