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Scheduling Basics
Go the Scheduling menu to view, or enter appointments.
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Holding the mouse over the individual item will bring up a tool tip to give you

some quick information about the appointment.



1/18/2011
9:00 AM - 9:35:00

Confirmed
Treatment 1
Treatment

Office Visit
Obrien, Sharon, PT

Patient:
Cassidy, Sarah

1 From the Filter tab, you can filter appointments by Provider/Team member, by
Type and Status and by Facility.

1 On the Team tab you can filter Provider/Team members by Type and Status.
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1 On the Search tab, you can select a Provider/Team member to add or remove
from the search list by clicking on the names individually. Name highlighted in
green are included. You will see the events displayed on the right.
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1 To create a schedule event on a specific date, move the cursor over to the time
ruler and select a Start time. Click again to select an End time. The

Appointment tab for the Event will appear.
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1 On the Appointment tab:

0 You can change the times by clicking on the clock next to the Start and
End time. Note that the hour hand is red for AM and blue for PM times.

o0 You can enter an optional i Bscriptionofor this event.

o0 You will also see a list of patients from your patient demographics. You
can run a keyword search to search for a specific patient. It is always a
good idea to search and make sure that you do not already have an
existing patient record before you add a new one.



o0 When a patient is selected, the default rendering provider is also attached
to this event. You can detach the rendering provider. You can also attach

additional provider/team members to this event.
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Default Settings i]

On the Alarm tab, you can set the time at which the alarm will be triggered for
this event. It is basically an alert system for the attached provider/team members.
The alarm will only be displayed to the provider team member at log in, or when
returning to the main menu, or exiting the main menu. You can set the alarm, for

example, to 30 minutes before the event.
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1 On the Linked Re-Occur tab, recurring events are events which you can create
from the currently selected event, allowing you to create matching events that
would span out over a period of time. For example, if you wanted a weekly
appointment every Tuesday for the next 3 months, you can set the desired time

range to span and it will create events for those days automatically for you.
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1 The Team Links tab is another, more advanced way of viewing and attaching
different provider team members to a given event.
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Scheduler preferences.
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1 On the Category tab you can set a category. The category will not be filtered, but

it is an additional way of categorizing your event. You can attach a color pattern

to this event by selecting it from this list.
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1 The Text Color tab allows you to set the text color. Text color is only visible on

certain screens, but it is another way of categorizing an event by how it displays.
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1 The Comments tab allows you to input information that is to be delivered to the
team member, or to the patient.



o fComments for Teamomight be things that the provider or the technician

needs to know prior to the event.

o fComments for the Patientomight be things that need to be explained to

the patient at the event.

0 The finstructions for the Patientoare use externally and will be in
appointment cards and phone call remi nd

to keep this area HIPPA compliant.
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1 There are several ways you can view the information for a specific day, as shown
on the various tabs at the top of the Schedule Day view: Dual, Multi, Slots
Wide, Slot Narrow, Appt/Time, Appt/Prov, List, X-W Slot, Overview and
Patients. Click on these tabs to view the data in various layouts. The Patients
tab, for example, shows you the patients that are linked to these appointments.
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Dual | Multi | Slots Wide Slot Narrow | Appt / Time | Appt / Prov | List | X-W Slot | Overview | Patients

Select a Start and End Time to create an Appointment

1 You can also view the appointments within a certain time range. For instance, if
you only want to see your morning appointments, by clicking the Morning button,
you will only see the appointments that occur in the morning.

Full Day
Work Day
Morning
Mid Day
Afternoon
Evening

Late Night

1 You can also set the clocks to an exact time range to view appointments.
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Full Day




1 You can view appointments by the week, or by the month by clicking on the
Week button, or the Month button. By clicking on a specific week in the month

view, you will go directly to the week view for that selected week. By clicking on a

specific day in the week view, you will go to that specific day.
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1 On the month view, on the Filter tab, you can set the filter criteria for all of the
appointments within that month.
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McCoy, Leonard, M.D.

Obrien, Sharon, PT

Robinson, Jack, MD

§| Obrien, S., PT

' Smith, Z., M.D.

Scully, Dana, M.D.

[ TN O LT

Smart, George Charles, Jr.,

1 On the week view, on the Filter tab, you can set the filter criteria for all of the
appointments within that week. You can view the patients that are scheduled
within that time frame, based on these filter criteria.

1 You can choose to view appointments for the Work Day, Morning, Midday,
Afternoon, Evening, Late, or All on both the week and the month views. You can

set the clocks to exact range of times to view appointments as well.

Al WorkDay | Morning = Mid Day Afternoon Evening | Late

Moving an Event

1 To move an appointment from one day to another, go to the Schedule Day view
and click on the clock above the appointment to be moved. This selects the
specific event and loads it into the selected event holder on the Event tab, Re-
Schedule tab.
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Go to Today

i Select a date from the Calendar at the bottom of the Re-Schedule tab.

1 Once a date is selected, the Move button will appear. From here you can click
the Move button to move the event, or the Copy button to copy the event.
Moving the event will remove it from the original date and place it in the new
date. Copying the event will leave it in the existing date and copy an exact replica

of that event to the new date.

['Re-Sohedile rcategoryTDese ‘

Change this event to the date in the Scheduler. .
W



Searching

1 On the Search tab, you can set a date range to search and enter a keyword to
search. They are combined together. If you want to look at all of your events,
click on the All button next to the date range. This button sets the date range to

the maximum range that is necessary to view all of the appointments.
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1 By typing into the search field, you can search for words in the i Bscriptiono f i el d
of the event. Ifyouarel ooki ng for an event that had th
description,youwoul d type i n #fdr afithetypealead Unl i ke s
searches, this search field requires that the whole word be entered before the

search will begin.
Appointment Reports

1 On the Scheduling menu, clickt h Apt Rpto tab. This tab will allow you to print
for your provider team members a list of their appointments within a given time

range.



Select the time range that you want the report to include.

You can select the specific provider/team members by clicking on each name in

the list at the right. You can clear all the names from the report by clicking the red

mi nus icon | abeled fAClear all from Reporto
You can filter the list of provider/team members to select based on the ATypeod

and fStatusa If you want to see a list of Rendering Providersonly,c 1 i ck t he @A X0
the ATypeo fticeldl ear talel lceff tt he sThénect i ons
selectthe i BnderingPr o v i d e and only senqdering providers will appear in

the list to the right.

You can select a fiStatusoto filter this list, also.

You can choose to add or remove individually the provider/ team members

shown on the list by clicking on the names listed, oryoucanc | i ck t he AAdd
button to add all of the names to the report.

Click on the Report button to create the report. You can preview the report by

clicking the Preview button.



