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Ambulatory Rescheduling an Appointment

1. Navigate to Scheduling Appointment Book (SchApptBook). From PowerChart you can access

SchApptBook from the toolbar, ! *heduling Appointment Book

2. Within SchApptBook, select the Books tab and double click the Bookshelf.

Appointment
Bookshelf T

3. Once you double click the Bookshelf a dialogue window will appear. Select the appropriate
clinic bookshelf and click OK.

Select Bookshelf

E|--i i Index Books ~
ﬂﬁ ECG Medical Imaging Book shelf
l - LGH Cardiac Home B ookshelf
-l LGH Cardiclogy Lab Bookshelf
{ilfi LGH Cast Clinic Backshelf
fﬂﬁ LGH Chemo Medical Oncology Bookshel
ﬂfm LGH Department of Perioperative Services
{ifli LGH EEG Backshelf
ﬂﬁ LGH Medical Imaging Book shelf
i LGH Dbstetncal .ﬁ«mbulator_l,I Boo

i LGH Peds Bookshelf

- fﬂﬁ LGH Rehab Services Bookshelf

r-fifli LGH Yascular Access Bookshelf

-fifi LGH Wound Dstorny Bock shelf

-fif§ FwL Medical Imaging Baakshelf

-fifli SGH Ambulatory Care Bookshelf

#-fifi SGH Department of Perioperative Services

(-fifi SGH Medical Imaging Backshelf

-l SGH Oncology Clinic Bookshelf v
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4. Select the appropriate Book and click Open.

Books | Appointment
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Bookshelf - LGH OQutpatient Care Centre Bookshelf

c

LGH RASC Book
LGH Prefnesthesia...
(1 LGH Trauma Outpa...

LGH Medical Day

LGH RAM Book
LGH OCC Rooms ...
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5. Select the date of the appointment that is being rescheduled. In the resource view, locate the
appointment that is being rescheduled.
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Books | Appointment

LGH Trauma Outpa...
LGH RAM Book
LGHOCC Rooms

LGH RASC Book
LGH Presnesthesia

Bookshelf - LGH Outpatient Care Centre Bookshelf

Select

10-30)| LGH MDC Antibictics
10:45
11:00
11:15
11:30
11:45
12:00
12:15
12:30
12:45
13:00
13:15
13:30
13:45
14:00

LGH MDC Chair 2

20-Feb-2018 - LGH Medical Day Care Book

LGH MDC Chair 3 LGH MDC St

LGH MDC Artibictics

LGH MDC Antibiotics

LGH MDC Artibictics

LGH MDC Infusion

LGH MDC Infusion

LGH MDC Infusion
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6. Right click the Appointment and select Actions > Reschedule.

| Actions v | ] | Confim..
Add Mew Sppointment Contact...
Book Request Modify...
Confirm Request 2 I Reschedule I
Remaove Reguest Held...
Recur Appointment Cancel...
1 No Show...
Navigation ¥
1 Check In...
Ingui v
p e Check Out...
' | Patient Seen..
Applications ’ Batch Reschedule...
Person N Request R
Slots " Vesity..
fessuces ' | Med Mex Check...
Book Settings " | ey
Unlack...
Shuffle...
Swap Resources...
Regrder ...
Group Session "
Link... "
Unlink...

7. Ensure the appointment being rescheduled is selected « and click OK.

=)

Curment patient appointment(s):

Current State  Appointment Type Location Begin Date/Time End Date/Time Created By Date Created

«  Confimed Infusion - Magnesium LGHOCC MDC  20-Feb-2018-12:00 20-Feb-2018- 14:00 TestSCH, ClerkAdvanced-Scheduling  20-Feb-2018 - 10:06

Future patient request(s):

Request Action  Appaintmert Type

4 Book

4 Book
<

Eariest Request Date  Latest Request Date  Created By Date Created

05-Jan-2018-00:00  04-Feb-2018-2359 TestAMB, GeneralMedicine-Physician1, MD  04-Jan-2018-11:16
Fhlan-2MR-DOO0 F4-Feh-2018 - 7359 TestAMR GenerslMedicine-Phusician1 MDD 24-1an-2018 - DR-05

Infusion - Magnesium
Infiigion - Inflimat

Future patient appointmert(s):

Cument State  Appointment Type Location Begin Date/Time  End Date/Time Created By Date Created

Seect || Unsdeat

ok |
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8. To retain the current encounter, click Yes.

The Infusion - Magnesium is cumently associated to an active encounter. Would
you like to retain this association?

Show comments dialog onby when required.

=\ NOTE: If you would like to dissociate the encounter with this appointment click No. You
~ will have to create a new encounter or select another encounter later.
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9. Make any adjustments to the appointment as required and click OK.

Appointment Attributes ?
= WALLACE, CHRISTOPHER Details | Orders Resourcelist | Guidelines | Appointment | Eligibility
< Infusion - Magnesium
VWALLACE. CHRISTOPHER *Requested Start Date/Time:
B1Feb2018 =11 1200 z
Infusion - Magnesium
Day of Treatment:
Ordered Treatment:

Scheduling Location
LGH OCC MDC

*Reason For Visit

Infusion
Search | Existing Orders | Privileges | ADS | * | *

Special Instructions:

Research Study

*Scheduling Priority:

Routins v

10. Complete the standard steps for Patient Scheduling. If you have dissociated the original
encounter in step 8 you will have to either create a new encounter or select a different
encounter during the Patient Scheduling.

Related Positions

e Unit Clerk
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