CATEGORY: SCHEDULE ~ TASK: APPOINTMENTS

How to Add an Appointment
Check In/ Manage an Appointment
How to collect a Copay
Check Out / Next Appointment / Rescheduling
Rescheduling
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How to remove from Rescheduling queue

How to Add an Appointment

From the Calendar

1. Click the desired Slot for the appointment Person Records

2. Look up the patient, in our example Smith
Then use one of these look up methods:
Tap [Home] key or

Filter Criteria Clear @ E

Last First
Tap the [Tab] key or smith |
Double Click the mouse in the field or
Click on the magnifying glass —_—
person] [ Reqgister Paﬁent]
3. Click ID hyperlink of patient or create a rsonlD  Name DOB

new patient > Click [Register Patient]

4. Choose an Appointment type, the Duration
(in Minutes) - can be edited

5. [Save] the appointment and proceed to your next task or [Save/Manage] By Name
to continue working with this appointment

SMITH,
ALICE

01/01/1949

| Person v || 11810
SMIITH. ALICE

Date Time
10312017 08:40 AM-02:50 AM
“You are aftached to
Smith, Alice
Search or select an empty Slot

Or use the ‘Search’ feature
to check for future appointments and 28 35 e Do

‘Availability’ > then follow Steps 1,4,5 v ﬂ

Availability

Reset
Resource:| FRANKEN T
Facility:| MAIN OFF v
Type:| APPOINTMENT \a

Duration: | 10

Date From:| 10M102017 |

Date To:| 10102018 |

From the ‘Patient Dashboard’ >

Mon: #  Tue: [#
Schedule PatentDastboard e

Fri: # Sat: [ Sun: [

~-H Defographice Edit [Ctrl-F2] Form: Mormi Afiemoon
Patient Naipe Time From:| 08:00 AM ¥ |

Time To:| 0440PM ¥ |
SMITH, ALl Formatted [
4235 DAR ., STOW, OH 44224 Slots Only:

Results:| 100 ¥

~[*# [¥] Patient Appointments Schedule R

Date Time
07/31/2018 09:10 AM 105
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CATEGORY: SCHEDULE ~ TASK: APPOINTMENTS

4-

A_ Add an eXlSt'ng Case from Date: 08M16/2016 Time: 07:15AM Fagility: | OFFICE [0] v | Block Time  Reschedule Queus  From Wait List

or 'Add New' from the Resource e J K &
dropdown & SMITH [PJACOB]: ¥ LABS [PLABS]: [ SINGLE [PSINGLE]: | | ‘
_ Appointment _ Selected Person =
This feature allows the user Pessin: (6281 p Name: ALICE SMITH N E-
to affiliate specific Wf‘g{;-”-'““f?- VI A i Beach Garden, FL 33410 E,t_J
Insurance, Accident, Injury OFFICEVISIT B o :
. . . . A Case:| - SELECT - v el DOB/Sex: 01/01/1949 |67 yearsTM | F
and cher detalls_ with this et — o Phone: H:(561)627-4¢ Billing Address:
appointment which creates a Authorization: | - SELECT - = - 5 5 —
gef[a)u:rt mltChargt(; erjtryil Referring: | <oy . H}Gmﬁ—; | 1w vors, e 10116-3000
. Default > authorization Bxpiration] | copay: 0.00
from the Case I?:;:::E \xD/ Pat Bal: \\_P/ 0.00 Po::;:vvlﬂmup: 1258741/
C. Lookup to the Referring | “E Escrow: 40.00
Provider Library - . ot b a9 °
D. Reason for referral -—— _ e 260.00
E. Brief Reason for the Recurring: (1|~ G 5 Edit Recurrence Options |
Appointment Towaittist: [ H $ [Save[F2]| e (™
F. Unlimited Notes about the E——© W o Every sy
patient or Reason e —
G. Check to access recurring appointment options Edit Wait List B e e B ’
H. Check to access Wait List options omone (B _ ¥ Cancel]
[. Facility for the appointment sscmren | SHITH [PHACGE]
J. Link to Block Time taciey: | OFFICE [0) '
K. Link to add patient from the 'Reschedule Queue' e S
L. Link to add patient from the 'Wait List' AR -
M. Choose additional 'Resource'’ for this appointment, | "™ === o
such as lab blood draw... T
N. Click to 'Edit' patient then 'Refresh' to show change Y s
O. Hover-over for details of Insurance Policy PR ~
P. Patient Balance Moy atenoce

Time From: | O7:00 &M v

Time Toz | 05200 P+

Fomeatied
Shods Gnlys

Check In/ Manage an Appointment —

A d i /T v '\_
Recommended workflow for the front desk: Verify the patient L= ! s.m|° 'l

demographics, Insurance, collect copay and click to [Check In] [ oy Name -~

Person ¥ -[1 1)
SMITH, ALICE

Find the appointment easily by using the ‘Search’ button in the sidebar srmtnts @Eﬁ;m Al
1. Use the lookup

07 15 09:10 AM-09:20 "
2. Click the date hyperlink You are attzched to
o this filters the page for the resources and * Search or select an emply
facility and causes the appointment to blink
3. Click on the Appointment

| Click to Modify

Name: SMITH, ¢
Type: OFFICE\
Status: SCHEDUI
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CATEGORY: SCHEDULE ~ TASK:

In the Popup >

Phone: H: (330) 473-T512 W: 330-6855

APPOINTMENTS

Check-infout, Reschedule, Key in
Copay/Payment on account and more

Insurance:  [1]-WEII ive - Mo Expiration]
{Additional Profiles
Hover-over displays
Date: 1171152018 policy details 40 min) Resource: TEST DR Facility: MAIN OFF
Instructions: Reason:

Status: | SCHEDULED [S] 1 v|[ Checkin |[ cCancel | [ Reschedule ||

Delete || NewAppt | [ ToWorkiist |

Edit Appointment | Patient Dashboard Enter Copay Patient ($0.00): ' Guarantor ($199.07):

Print Ticket Edit Demographics Enter Charge Pat Bal: 000 Last Payment: 07i24/2018
Escrow: 3000 Amount: 10.00

Print Schedule Insurance Management Senvice History Col Bal: 0.00  Dunning: 3 0.00

Frint Form Eligibility Ins Bal: 431.45 —

Recalls 2

Scheduled By: SUPPORT at 11/15/2018 + 05:42 PM Last Modified By: SUPPORT

at 11/M15/2015 = 05:42 PM  Change Log

Referring: Referral Reason: 4
Case: WORKERS COMP Autheorization: 6 o
Note: Reminder: o
Recurmrence:  Add 7 Wait List: 8
Marketing: 10 Appointment ID: 94211 9
1. Dropdown 'Status' or use one of the buttons to Check In, Cancel, Reschedule
2. Hyperlinks to Manage the appointment, Patient details and access other functions
3. Patient Balance section: Guarantor > = : F— F——
radio button to access, hover-over the || 5o o | b | i [l
Guarantor ID for per-patient ey Senveetistory | PatBal: MO, Lot Pups: -
breakdown of balances == == colpa: 000 _ Dunwina: 400
4. History link- full audit history of this appointment, also available from 'change log' on
the patient dashboard, filtered by appointment
5. Case
6. Authorization
7. Recurring appointments
8. Waitlist
9. Appointment ID - useful for interfaces and change log

10. Custom fields they will show here
Hyperlinks defined:
Edit Appointment - popup for the Add/Edit original appointment
Patient Dashboard - opens a new tab to the full patient dashboard
Edit Demographics - opens a new tab on the 'Edit' page for demographics

Insurance Management - open a new tab on the 'Insurance Management' page

Recalls - log any future recalls for this patient

Enter Copay - is highlighted with an amount if the copay field is populated on the Primary Insurance

Click to add the Copay and [print receipt]
Link changes to 'Copay Entered' after receipt is entered

Enter Charge - Opens new tab to 'Post Charge', pre-populated patient/appointment details
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CATEGORY: SCHEDULE ~ TASK: APPOINTMENTS

Service History - open history of charges
Eligibility History - open history of all real time eligibility

John Smith [10007] | 05/19/1963 | 53 years | M ~ APPOINTME|

2hone: H: (330) 234-3845

checks run b e PN i
How to collect a Copay Satus: [SCHEDULED [5] 7] (o) (Come )
1. Click 'Enter Copay' link on the appointment page ot | euensnars |, ercommoom (4 )
. . isit Co ient: 100
2. Add the Receipt details > SAVE T—
IS (e GneRor  oienet a0
CheCk, CaSh, CC amount D - Post Uncollected Copay
If any amount of the Total Received is a ¢
Copayment aUtO-pOpU|ateS C Ccash Ifany amount of the Total Received is a copay, enter that portion into the
: | $20.00‘ ‘ 0.00 Check Cash Credit Card Total Receiv
In the Reference/Check number field type the word e [ 2056] [ ——s) 0.00
CASH for 'cash payments' or the check number or CC s o T
inf [ v | [APPOINTMENT Yes |_PP01NTMENT
Info — ﬂPnanecelps 3)
3. Print the Receipt > close the Popup \Zgaver2) (Cancel -

Check Out / Next Appointment / Rescheduling

Click [Check Out] - not a requirement, but recommended as this action removes from 'Checked In' list

Make the Next Appointment, Click [New Appt] > this acts as a copy/paste feature

1. Click [New Appt] on the
original appointment screen

2. Close the appointment popup = Address: 123 ln Asn, OF 4333
> Use [ESC] On your Insurance: [1}-AETMA (DEFAULT) [Mo Effective - No Expiration]

1 Date: 1011072017 Time: 03:50 AM (10 min) Resource: LOUISE FRANKEN Facility: MAIN OFF
keyboard or click the x to — s
close —
3. You are now attached to the =~ = [ereskeomm——~i{ °“°°"°”‘]CJ/3E]
Click to Attach to the Patient and Copy the Appointment.

patient, displays center page

28
Date: 10/31/2017  Time: 03:40AM  Facility:| MAI Fiter Criteria Clear ] ]
Person Last Name First Name Date Time
11810 P | [ I [ |
| ————————————— (searen]
| Page Size: 1.
B N Pasts Person Facility Type
(e = (50 » o W o 95 L0 W o e
SMITH. ALICE
Type:| AP P Duration {Min}: | E |
APPOINTMENT
Case:| ¥ |Edit
Authorization: | - SELECT - ¥ |Edit
Referring: | lp
Referral| |
Resson : 4. Click Paste to click to select the details of the previous
Reason:| left ankle pain | . . . . . X
appointment or simply key in new details and skip this step
Note:|har‘d of hearing |

5. Edit or change anything needed > [SAVE]

—
Save/Manage Cancel
51 sawlF2 | ge| [Cancel|
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CATEGORY: SCHEDULE ~ TASK: APPOINTMENTS

Rescheduling

There are several ways to reschedule an appointment
1. DRAG and DROP

Display Profile

(Doioak DEFAULES SRRt ete Left click and drag the appointment
to another time on the visible schedule
or
to the Reschedule Queue which allows us to
Mo reschedule when we are ready

Tu We Th Fr Sa

2|3l 4] 5] 6] 7
s ol 11 12 13 14
15 16 17 18 15 20 21
22| 23 24 25 26 27 28

o[

Phone: Address:
SMITH, ALICE
= Reschedule Gueus & 3 rs mﬂm m
Reschedule @ ozrmgﬁ_mzﬁ) \‘r ’“
Search CrHEN I EN
SMITH, ALICE 4
02/18/1853 (G4 years) Date: 102017 Time: 08:50 AM (10 min) Resource:
APPOINTMENT
' Instructions: Reason:
Drop Appointment here or in an available|
Slot
N
. . Check I Cancel
2. From the Appointment page > Status: | SCHEDULED [S] ] n_J(__Gan ]%]

Reschedule Button
e You are presented with three options after clicking [Reschedule]
A. Link - Click to link to an existing appointment for this patient
B. Search - Opens the Search feature in the sidebar - filtered for this Patient

C. Close the popup and
manage from the
rescheduling queue

How to remove from Rescheduling queue

Patient is in the rescheduling queue but they never made a new appointment, how do |
remove the patient from the queue

Filter Criteria Clear @) @) In

Last Name First Name

| IEE IFmg [ M%l]@%:” ale v the

Search

Fage Size: 1-5/5

Name Fhone Date Time Type Dwration (Min) F con  Rescheduled Reason Mote Action
' - 08:00 DUETO Cancel Appointment |‘U
- H: 5 062172017 AM SURGERY 60 CL TRANSPORTATION

sidebar - pop out the rescheduling queﬂnde as shown above
° Click the red X to cancel the appointment
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