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F SELF-GUIDED PRACTICE WORKBOOK

Duration 8 hours
Before getting started Sign the attendance roster (this will ensure you get paid toattend the
session).

Put your cell phones on silent mode.

Session Expectations This is an instructor led learning session.

The workbook provides different scenarios that are applicable to
your daily workflow.

Each scenario will allow you to work through different learning
activities at your own pace.

Key Learning Review At the end of the session, you will be required to
complete a Key Learning Review.

This will involve completion of specific activities that you will
have had the opportunity to practice through in the scenarios.

Introduction

Welcome to the Medical Imaging classroom session. This workbook contains scenarios meant to mimic
the functionalities used in your daily practice. This workbook is designed to introduce you to a variety of
Cerner system functionalities. While working through this workbook, you may find yourself completing
tasks that are not be specific to your role, however all tasks are designed to cover key functionalities of
the system that you can apply to your own work.
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W Using Train Domain

You will be using the train domain to complete activities in this workbook. It has been designed
to match the actual Clinical Information System (CIS) as closely as possible.

Please note:
Scenarios and activities are designed to demonstrate CIS functionality and may not

reflect exact workflows.
Some clinical scenario details have been simplified for training purposes.

Some screenshots may not be identical to what is seen on your screen and should be
used for reference purposes only.

Follow all of the steps outlined to be able to complete activities.

If you have any trouble, please raise your hand for assistance immediately in order to
use classroom time effectively.
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B PATIENT SCENARIO 1

Learning Objectives

At the end of this Scenario, you will be able to:
Access the patient and encounter details in PowerChart
Register patients using Department Order Entry (DOE)
Use DOE to create an order and activate future orders

Modify, replace and cancel orders at Radiologist’s request in RadNet
Check allergies and add notes to an order

SCENARIO

This first part of the course is a step by step guided introduction to PowerChart and RadNet. You will
be asked to accomplish a variety of tasks that are part of your daily workflow, and you will be guided
through them. Follow the guidelines included to move through the scenario.
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- Activity 1.0 — Logging onto Citrix

1  When you start your shift, you will be using a device to log onto the computer called Tap n” Go.
This will either look like a black device resting near your keyboard or it will be plugged in to a USB
on the side of the Workstation on Wheels (WOW). You must log into your workstation at the
beginning of your shift using your password; the rest of the day you will be able to tap using your
Photo ID card to log in and log out.

After you log in, your name will be located at the top right hand corner of your screen. This is
important to note as you must not use anyone else’s log in for Privacy and Security reasons. In the
top left corner of your screen you will see the Launchpad and a variety of apps you will be using in
your day to document your patient care. You can also click into the Launchpad where you will see
the Citrix StoreFront.

Citrix StoreFront

Q) Search Desktops

S o ]
. . % § = .
‘\:;/_ Details '{‘i/ Details [ :/ Details K Details
Online Work List Exam Management Department Order Entry Order Viewer
U . U .
E Details .__"_" Details

Scheduling Appointment Book PowerChart

This is where you will access the same RadNet areas in your top toolbar such as the patient chart
called PowerChart, the Online Work List, and Department Order Entry etc. where you will be doing
the majority of your work. You should only have one of each application open at a time. Having
more may cause errors in your work.

> PowerChart is the main patient record where all clinical information is stored. You will continue to
access patient information as previously done. When the whole hospital uses the Clinical
Information System (CIS) you will be able to use PowerChart.
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The CIS Help icon in StoreFront is accessible for when you need help.

Citrix StoreFront

All Categories

BO783 C0783
11 10

Details Details

e

CIS Help - C5T Citrix Director - C5T

You can access all the Medical Imaging and Registration workbooks as well as Help Topics that go
over education that may not be in the workbooks. If you have any questions about the CIS, access

this area first.

It is also available as an external website and can be accessed at home or from work by connecting
to this website. http://cishelp.healthcarebc.ca

@ CIS Help

What's CIS Help
Spacialties clinical Areas Clinical Supperts

EMERGENCY 3 mateRNITY A eHarmacy
Banner Bar 0

INPATIENT
allergies AMBULATORY MEDICAL IMAGING
e T IO ) MEDICAL AND SURGICAL u

Clinical Research 1

Gocumentaton [z criTicaL care ONCOLOGY [} LABORATORY
Growth Chart

Historles SURGERY &
Interactive View and IO [IView) ANESTHESIA
medications

onders B ResIDENTIAL cARE 3 recisTRATION

Patlent Informaticn

Provider View

esss B3 screouune

Reparts

Single Patient Task List RECORDS MANAGEMENT/
Viomen's Health Cvervdew DOCUMENT SCANNING
Viorkflows

Classroom Materials TRANSCRIPTION

B MENTAL HEALTH Health Information Management (HIM)
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& Activity 1.1 — Register a Patient in PM Office

A patient needs to be registered in the Clinical Information System in order to have clinical
procedures performed. Each order or clinical procedure needs to be attached to an
encounter (formally known as the account number), either as a Current Encounter or a New
Encounter. A patient can have more than one encounter open at a time; this is why it is
important to choose the correct encounter when you work with a patient. You can place
multiple orders on the same encounter.

In this scenario, your outpatient arrives with a requisition from their GP for an ankle X-ray. You
will Register the patient and create a New Encounter in PM Office then place an order for
XR Ankle Right in Department Order Entry (DOE).

1 Access PM office

A
1. Click the PM Office rwom<icon from StoreFront to launch the application.

2. Under the Conversation tab click Register Outpatient. The Person Search window opens.
Acce

Task View Groups Help
&2 o8 %€ |8 e |8 $aous

Conwerzation

£ Add/Modify Perzon

EI Cancel Encounter
:ﬂ Dizcharge Encounter

7 Modify Dizcharged Outpatient
’ Pre-Reqister Dutpatient

7 Pre-Register Patient To 4 Bed
’T_'i Print Labels

-
lﬂ Reizter Outpatient
£7 Reaqister Patient To & Bed

T Lpdate Patient Infarmation
i iew Encourter
£ Yiew Perzon

@ Groups - | h? Help

3. Search for your patient using their PHN, Last Name and First Name. (Use your login card).

NOTE: In your work, you will search for patient using their MRN or PHN first. If you do
not find your patient, you can search by their Last Name, First Name and Date of Birth.
For more information on this and how to create a New Registration, please refer to your
Registration classroom training.
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2 Add an Encounter

After clicking Search, your patient will be viewable in the top box.

1. Select your patient to highlight it in blue. Their list of the patient’s encounters will open in
the box below.

2. Click Add Encounter. (If you clicked on an encounter the patient already has, the order

would be added to that encounter.) You will see the Organization Box open.
2]

x
e i o — ~ = b
[ | El_ e WALIDATE, MITECH | 13:4ug-1938 11:35 | 79 Years
MAN
| |

Last Name:
|va\|date |

First Name:

|mitech |
DOE:

138091938 |H[+]
Gender:

| v]
Paostal/Zip Code: < >

Ary Phone Number: Facility Encounter # Wisit # Enc Type Med Service Unit/Clinic - Room  Bed  Est Ani
| | !LGH Lions Gate 7RO0000002014 7600000002014  Inpatient  General Intemnal Medicine  LGH BE EBEL 02

Encounter #:

| |
Wigit H:
| |

Historical MRM

Ml Search

€ 2 ¥
‘ 0K ‘ ‘ Cancel ‘ | Previgw... | Add Person

3. Select LGH Medical Imaging and click OK.

Flease select the facility where you want to view person
aliazes.

Facility Wame | Faciliy Alias
[ |[=]

Facility:
LGH Med Imaging

4. The EMPI Search window will open. Click Close. (Note that the EMPI is not set up in the
train environment so no information will display).

9| 81



e ra

CLIMICAL + SYSTEME
TRANSFORMATION TRANSFORMATIOMAL
Our path to wrarts ks car LEARNING

" External MPI - oiEN

Retrigving person from Fxternal MPT system.

NOTE: Warning pop-ups may alert you that your patient has an active encounter.
Because DOE is primarily for walk-in patients, you likely will be creating a new
encounter for their exam.

The Register Outpatient box will open. You will see various tabs to review and input information.
ALERTS | Patiert Information | Encounter Information | Insurance | Insurance Summary | Additional Contacts

All mandatory fields are highlighted in yellow.
Complete all yellow fields with the following patient information:
1. Ensure Patient Information tab information is correct.
2. Under the Encounter Information tab
g) Encounter Type: Outpatient
h) Medical Service: Medical Imaging
i) Reason for Visit: X-Ray
i) Source of ID: BC Services Card with Photo
k) PCP Verified?: Yes
I) Referring Provider: Kroll, Edward Steve
3. Under the Insurance tab
d) Status in Canada: Insured Resident
e) Accident Related Visit?: No

f) Search for Health Plan button, type: MSP ... Then select: see card British
Columbia

4. Click Complete, once the information is entered. If there are any required fields not
complete, it will move your curser to what is missing. You are required to complete any
missing information before moving to the next step.
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- Register Outpatient = =
ol

Medical Record Mumber Encounter Mumber: Last Mame: First M ame: biddle M ame: Prefered Mame:

760002014 | [vaLiDATE | [miTECH |

Fievious Last Name: Maiden MName: Date of Bith: Age: Gender EC FHM:

Validate 13-Aug-1938 <[y Male | |98c0002014

ALEF\TSI Patient Infarmation Encounlellnformati0n| Insurancel Insurance Summar_ul Additional Enntacts|

Encounter Type: Medical Service: Reason for Yisit Referral Source Arrival by Ambulance: Source of ID:
Outpatient Y] | ‘Medical Imaging v| Heray v| Y] ‘ |BC Services CardWith ... w |
— Location
Facility: Building: UnitClinic: Patient Accom Requested: Accom Fom Signed: |zolation Precautions:
LGH Med Imaging Y] ‘LGH ted Imaging v| |LGH Med Imaging v| | ] | Y] | v|
— Care Providers
Aftending Provider Frimary Care Provider [PCP): PCP Verified?: Referring Provider:
| ‘Train. GenaralMedicine” |Yas v| |Kro|\, Edward Steve, MD |

ALERTS | Patient Information | Encaunter Information|  Irsurance | nsurance Summary | Additional Contacts
~
(— 5P Eligibiliy
Werify Status: erify D ate: Werify Time:
Mot Checked v 08-Aug-2018 S v 1449 2

(— Inquire if patient has proof of other Provincial or Federal health inzurance coverage (if YES, select Insured Resident)

Status in Canada:

Insured Resident v

— UMINSURED Residency Infarmation

— Accidentnjury [nfarmation

Accident Related Visit?:

2]
<

FRIMARY INSURANCE

— Guarantar

Fielationship to Patient:

Search for Health Plan

I |
T
£

- A pop-up window with the Encounter number and visit identification number will appear. Note the

number and click OK.

The following LGH Medical Imaging aliases have been assigned %r MITECH,
GLEM:

Encounter Mumber: 7600000010101
Visit 1d: 7600000010101
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- Activity 1.2 —Place an Order Using Department Order Entry (DOE)

RadNet is where you will spend most of your working hours. The applications will allow you
to complete the daily tasks in your department. For further education regarding RadNet,
please complete the Learning Hub e-learning module. This will review the main
functionalities of RadNet including: Department Order Entry (DOE), Online Work List,
Exam Management, and Order Viewer.

Department Order Entry (DOE) will primarily be where you create orders for an outpatient

who requires an exam.

Order  Custemize  Help

. Toolbar b o &
. Status Bar
MNavigation Grid v

Patient 3

Provider Search »

o

Person name: |V

Orderable Filter Laboratory
Diagnosis Search b Radiclogy

Document Images  Ctrl+M

fat ;!'

NOTE: Make sure that the Orderable Filter in DOE is set to Radiology under view in the toolbar.

1 Open DOE #== from Storefront by clicking on the icon. Once in the application:
1. First select the Client which you will select from the drop-down menu.
Select LGH Medical Imaging. Note* this will be your site’s Medical Imaging area.

3. Click on the Magnifying Glass to select the Person Name. It is a registration best practice
to open your patient via the Person Search.

4. The Person Search will open and you can now search for your patient.

— Department Order Entry - Order Entry = B
Task Edit  View Order Customize Help
B+oxcR 30 =0 H
Client: m Person name: &
LGH Joint Replacement Access Clinic J
Demaog| LGH Laboratory
W[ Age: Adm!thng: Attending:
LGH MNorth Shore Hospice DOB-: Admitted:
LGH OCC Medical Daycare
LGH OCC Universal Clinic N
Orderable: %
Add Submit
.\...C...| Action | Client Medical Record Nu... | Financial Number Person Name Catalog Type Procedure Accession Submission
£ >
Ready. |TOT33 |TRAIN‘RADMITECH1 08-Aug-2018 | 1442 .-

12 | 81



2

P, 88

CLINICAL + STSTEME _ :
TRANSFORMATION TRANSFORMATIONAL

D path 1 werartur soamben ot LEARNING

Select an Encounter

The Encounter Search window will open. Search for your patient using their PHN, Last Name and
First Name.

1. After clicking Search, your patient will be viewable in the top box. Select your patient to
highlight it in blue. Their list of the patient’s encounters will open in the box below.

N Encounter Search

| i) % ‘Youhave not entered a valid combination ta search on the foreign system Close ‘

BC FHN: VIF_Decessed Alerts BCPHN _ MAN Name boB Aoe Gender Address Acdrecs (7] Cit PostalZip Cade _Home Phore__His
60002007 | 760002007 2 {60471 23-2009

MAN: WVancouver  WERZL3
Last Name:
mitech
First Name:
g

DB

I

Gender.

<

Postal/Zip Code:
Facilty Encounter Visit# Enc Type Med Service Unit/Clinic: Room Bed EsténivalDale  RegDale Disch Date ~ Attending Provider

Ay Phone Murber. 10041 ROO00OO010041_Pre-Nutnatient Medical lmaning L GH ted lmaning, (180300
LGH Med Imaging 7500000010101 _ 7600000010101 Dutpatient  Medical Imaging LGH Med Imaging 10-0ct-2018 12:36
—— LGH Liors Gate 7500000002007 7600000002007 Inpatient General Inteinal Medicine  LGH BE E22 03 26Ju201810.00  Z3Jui2018 11:36 Testlser, GeneralMeii
neourter
Vish #
Historical MAN
Search Resst
MPI Search < >
oK Cancel Preview Add Person #dd Encourter

2. Double-click the Encounter you just created. Look at the Reg Date and ensure there is no
Discharge Date to make sure you are selecting the correct encounter.

Create an Order

The Department Entry — Order Entry which remained opened in the background is now populated
with your patient information.

1. Identify the Orderable section and type in the order you want to place: XR Ankle Right
and press the Enter button on your keyboard. After your selection, the information for this
order will populate below.

NOTE: If the search cannot find your order or you want to explore other orders, you can
also click the Magnifying Glass to see all order options available. For example, if you
type XR and click the magnifying glass, all XR orders will populate.

Orderable: %
———

™ Requested Star Dalel| me: = Priony. * Reason for Exam: Special Instructions | Notes to Sc... Provider Callback Number: ~
[200ui208 2 <[oss %] | Routine v EN

Pregnant: Transpart Mode Performing location: Special Handling: If Portable, specify reason:

O v v Q v

Other Ressan for Portable: Request Recsived Date/Time CC Provider 1: (Nams) CC Provider 2: (Name) CC Provider 3 (Name)

Bl 5 =y =y =y
CC Provider - (Name) CC Provider 5 (Name) * Qrdering Phusician (Name) = Order Date/Time * Order Communication Tune: hd
Add Submit

I,

NOTE: If the order doesn’'t move into the working space, double-click the order.
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4 Complete the mandatory information shown in yellow.
1. Reason for Exam: slip and fall.
2. Ordering Physician (Name): Kroll, Ed.
3. Click Add.

NOTE: If a patient requires multiple orders, keep entering the subsequent exams into
the orderable and click Add. Once all orders are in the Ordered area, you can move to
the next step.

* Requested Start Date/Time: * Priority: * Reason for Exam: Spesial Instructions | Notesto Sc. Pregnant
08-Aua-2018 Z-lhsee I | Routine v slip and fall O
Transport Mode: Performing location: Special Handling: i Portable, speciy reason Request Received DateTime:

v M v ‘,,}“J,” B v” B
CC Provider 1- (Name) CC Provider 2: (Name) CC Provider 3: (Name) CC Provider 4: (Name) * Ordering Physician: (Name)

N X Y 0 Mol Echvers Sieve WD) Y

* Order Date/Time * Order Communication Type:
08-Aua-2018 B

Paper/Fax v
I Add ﬂbmlt

5 You are now ready to submit your order. Review the information in the box below and then click
Submit. The Order Status changed to Submitted. The Accession Number is assigned at this time.

Anything submitted that is in an ordered status, will also show up on the Online Work List.

An Submit
ype Procedure Accession Submission Sta|
¥ XR Ankle Right Ordered Ready

El
EE ]

6 To see your Order in the Online Work List, click on the Online Work List icon *™=* from Storefront.
This is another application in RadNet and is used to show orders and order statuses. This is the
main area technologists will add allergies, cc other providers, as well as Start and Complete exams
in Exam Management.

NOTE: An Options pop-up will occur if this is the first time you opened the Online
Worklist. Click OK to pass through.

Set Filters for the Online Work List

When you first open the Online Work List, you will need to set your filters appropriately to view your
order. When you have your own log in you can set it up to your specific location and modality. You
will likely select the current date plus or minus 12 hours.
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For this activity, In the Exam Filters window,
1. Select your Location: LGH Lions Gate -7

2. Select the Date/Time interval for your current date, plus/minus 3 days

3. Click OK.
T Exam Filters
Locations Date/Time
Description (O] 08-Aug-2018 (Today, Current Time)

Only show today's items
+-[¥] LGHBDRm 1
=-[¥| LGH CastClinic And

=-[¥] LGH Cast Clinic 58
i i..[¥] LGHXR Cast
=-[¥] LGH Clerical i

3
T o

7 You should now see your order in the Online Work List.

Task View Launch Help
YesdmEs 2BH B G

Filters

08-Aug-2018 + 3 days to - 3 days As of:03:32 PM

Department: Subsection: Exam Room:
LGH Med Imaging All subsections

All exam rooms

Exam |Transcripti0n

[] Show com pleted exams

-

Patient MName Allergies Patient Type Procedure Name Accession Number Priority
VALIDATE, ADAM | ©T Abdemen wi +wio Co... | | Routine
WALIDATE, ADAM

MRI Pelvis w/ Contrast Routine
DA ADIAM

ALIDA A i i Routine
VALIDATE, MITECH & XR Ankle Right I1 12-XR-18-3000079 Routine

£

Total cases: 4

Ready

—— NOTE: You can set colour preferences from the View button to identify order types

~ such as STAT, portable etc. once you have your own account to set personal
preferences.
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3 Activity 1.3 — Create a Duplication Order using DOE

You may get a request from a patient, Health Records, or another health care provider to supply a copy
of the patient records. To do this, it is required to create a Duplication Order in the CIS.

1 1. Open Department Order Entry (DOE) ::_—_: by clicking on its icon.

2. Choose the Client from the drop-down list. Then, search for the patient name by clicking on

o . . , . ,
the Magnifying Glass icon ' which will open the Encounter Search window.
— Department Order Entry - Order Entry
Task Edit View Order Customize Help
B+ovan/2oH L -
Client] gl - Person name:

LGH Intensive Rehabilitation Outpatient Prc »

Demod LGH Joint Replacement Access Clinic JRAC
LGH Lab Morthmount [ FIN: MRN:

LGH Laboratory i Age:

LGH Licns Gate Hospital
LGt Medicol moging Gender DoB:

LGH Meuro Rehab Outpatient Clinic
| LGH Morth Shore Hospice i

3. Search for your Patient.

4. Select your Patient and the encounter you want to create the Duplication Order against.

2] Encounter Search
BL PHN: YIP Decmassd Alsts BCPHN AN Marme noe Age  Bendsr Addisss Address (2] Tty Py
[i o Pracess Mlet  SREONNZ014  7ROOTT4 VAUDATE, MITECH  13Aug1838 1135 B0 Yests Msls 20015 west Brosdway Varcouver G
MR
Last Name
Fist Names:
mitech
DOEB:

Gender:
v
Postal/Zip Cade: " >
gy Phone Humber Faciily Ercounter & Vist# EncType Med Senice UrivCinic Room Bed Estival Dals Rieg Date St Bale Ale
ALEH Lions Gate 700000002014 7600000002014  Inpatient  General Intenal Medicine  LGH BE BEL 02 23Jul-2018 11:36 Test
Encounter #:
Wisit #:
Historizal MAN:
Search Fiesst
MPI S
< >
oK Cancel Preview... Add Person Add Encounter

You will now see your patient populated in the banner bar in DOE.

Q@
5. Click Magnifying Glass icon | | beside Orderable.
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= Department Order Entry - Order Entry
Task Edit View  Order

Customize  Help

O+eoxam3 3

N fI=RE ==

Client LGH Medical Imaging

Demographics

CS8TPRODMI, TESTONE

FIN

Orderable:

51
[&]

The Find Orderable window will open.
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6. Search for the modality followed by Duplication. Using our previous example of XR Chest,
select XR Duplication.

7. Click OK

XR Consultation Email
XR Consultation External Study

XR Consultation Email
¥R Consultation External Study

2 Find Orderable

Find:

Search
*Orderable:

Orderable Description

Department Display Name
XR Consultation Email
XR Consultation External Study

ot o

FeCormtEtoTT o

XR Duplication

oS EtTT T T

XR Duplication

A Etrowr EttaTerat
XR Elbow Left

XR Elbow Right
XR Facial Bones
XR Femur Bilateral
XR Femur Left

XR Femur Right
XR Finger Left

XR Finger Right
¥B Ennt Rilataral
£

-Etoow Ettarerat
XR Elbow Left

XR Elbow Right
¥R Facial Bones
XR Femur Bilateral
XR Fernur Left

¥R Femur Right
XR Finger Left

XR Finger Right
¥R Ennt Bilatars]

A EtrowrEtteTeTat
XR Elbow Left

XR Elbow Right
XR Facial Bones
XR Femur Bilateral
XR Fernur Left

XR Fermur Right
XR Finger Left

XR Finger Right

WE Frnt Bilataral

The Order will now populate into the DOE window.

8. Fill out the Ordering Physician mandatory field using Test, Alex.

9. Select Add

* Qrdar Communication Type:
PapeiFax -

Ouderable: TP £ E
“Priosty *Resson for Exam * Oudering Physician: (Narme) * Order Dt
Routine - Dusheaten 4

i‘ 153 3
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10. The Order will now move to the bottom window. Click Submit.
Add Submit
Action | Client Medical Record Nu. Financial Number Person Name Catalog Type Procedure Accession Submission St.. | Start Date/
Order LGH Lions Gate Hos 760002014 7600000002014 VALIDATE, Ml Radiology XR Duplication  112-XR-18-30 Submitted 14-Aug-20'

You can now find the Duplication Order in the Online Work List.

11. Right-click the Order in the Online Work List and select Exam Management.

Exam | Transcription I

Show completed exams

-
Patient Name Allergies Patient Type Procedure Name Accession Number Priority
ED-Phy-Seven, Monty H Emergency XR Chest 112-XR-18-3000083 Urgent
IP-PHY-Six, Jane i Inpatient XR Chest 112-XR-18-3000082 Routine
MITECH, MICHAEL L Outpatient XR Wrist Left 112-XR-18-3000081 Routine
MITECH, MICHAEL ¥ QOutpatient ¥R Chest 112-XR-18-3000079 Routine
MITECH. MICHAEL H Outpatient ¥R Ankle Right 112-XR-18-3000080 Routine
ALIDATE, M H : noatien %R Chest 112-XR-18-3000084

VALIDATE, MITECH F | Inpatient | %R Duplication | 110y 1aannnnas )

Print\Reprint Patient Packet

| | Exam Management
TTAMECTLIaT

The Exam Management window opens. By default, your name will display in the Personnel
List.

12. Click Start changing the status to Started.
13. Click Complete.

| Cerner Imaging: Exam Management = E
Task Edit View SelectBy Launch Help
/ISefReceg > LB 8ol
Personnel Date/Time
= Accession: |112-XR-18-3000085 Q Name Crzmrerids oD
“Primary | Train, MedicallmagingTechnologist Re
Additional
Patient Information
MRN: 760002014 ~
Name: VALIDATE. MITECH Show completed exams || Show all accessions
DOB: 13-Aug-1938
Age: 20 Years
Eaize EE3 Institution: | LGH Lions Gate v
Encounter type: Inpatient
Location: LGH 6E / 6EL /02 e Clear Room: | LGH Clerical Rm v
=
Procedurs Comment Reason for Exam Accession Start Di/Tm Complete Dt/Tm Status
XR Duplication 112-XR-18-3000085 14-Aug-2018 14:57 14-Aug-2018 15:03

<
Image Management | Start
[Ready.

The Exam Management Bill- Only Charging window opens.

14. Select the Bill-Only/Category to bill to.
15. Use the right-facing arrow to move it to the Charges window.

16. Click OK. You can now exit out of the Exam Management Screen.
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¥ i

Accession: 112-XR-18-3000085 Order DatelTime: I14—Aua—2018 : ¥ 1457 :|

Procedure: XR Duplication Responsible person: | Train, MedicallmagingTechnologist-F v|

New Charges | Previously Charged

@) Default selections Al bill-onlys

—Lategorics Charges:
Bill-Orily/ Categary || Quantity | Bil-Only
1

Duplication Bil Onlys " Duplication Patiert Request
Duplication Legal
Duplication Medical Care §
Imported or Copied Study by Clerk Quantity:

Imported or Copied Study by Tech Ijl
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3 Activity 1.4 — Exploring the RadNet Online Work List:
Modify Order Details, Replace and Cancel Orders

Actions on the order such as modify, replace or cancel, can be accessed from the Online Work
List. Prior to choosing the action, click on the order to highlight it in blue.

:\ NOTE: Most of the actions available in the menu bar at the top are also available to you by
~ selecting the patient/exam and right-clicking.

1 Modify an Exam
Use the same patient from the previous activity and modify the XR Chest.
1. Select the order you would like to modify by highlighting it in blue.
2. Right-click on the order and select Modify Order Details.

-

Patient Mame Allergies Patient Type Procedure Mame Accession Number Priority
ALIDA ADA 1 Qutpa 00007 a
; T i TIaTTaTT FrimttReprmtPatrert-Packet 112-CT-18-3000019 Routine
VALIDATE, ADAM H QOutpatient Exam Management 112-XR-18-3000080 Routine

Transcription

Schedule Inquiry
Protocol

Add Interesting Case File
Comments

Allergies
Patient Exam History

B g
Modify Order Pstails |

Replace...

Details...

The Order Details pop-up window opens. You can modify the order details here as required such as
adding their transport mode, whether an interpreter is required or cc’'ing another provider so they can
get a copy of the patient’s results. Explore all the fields and ensure all yellow mandatory fields are
complete.

1. Add anew CC: Provider: Test, Med E.
2. Click OK

20 | 81



2

TRANSFORMATION TRANSFORMATIOMNAL

Do paths to aerartur spamons e LEARNING
1] Order Details for 112-XR-18-3000079: XR Chest - B
*Requested Start Date/Time *Priority: *Reason for Bam
10-8ug-2018 | =] [v[os2s |2 Routine v broken b
Special Instructions / Notes to Scheduler: Provider Callback Mumber:
[]Pregnant
Transport Mode: Performing location Special Handling:
v v v
If Portable, specify reason: Other Reason for Portable: Request Received Date/Time:
v 10-Aug-2018 | |5 0831 z
CC Provider 1 CC Provider 2: CC Provider 3:
st Med E. RPh a, Q a
CC Provider 4: CC Provider 5:
Q@ =Y Order for future visit
Radiologist Woridlist: Research Study:
w |zolation | dentified by Patient/Provider?
Interpreter Required?. Language *Drdering physician.
Test, Alex Q)
#*Communication type: #*Order DT/TM:
Prapier/F s v 10-Aug2018 |[2][w]joazs |2
| 0K | Cancel

Replace an Exam

The Radiologist comes to you and says that they'd like to change the XR Chest to an XR
Chest/Abdomen Single Exposure.

1. Select XR Chest so it is highlighted
2. Right-click and select Replace.

-

Procedure Name Accession Number Prior

m | 117 g .
VALIDATE, ADAM [ Outpatient CT Chest wio Contrast 112 Print\Reprint Patient Packet
VALIDATE, ADAM H Outpatient XR Ankle Right 112 Exam Management

Transcription

ot Mam et Type

ity

Schedule Inquiry
Protocol

Add Interesting Case File

Comments
Allergies
Patient Exam History
Document Image...
Modify Order Details
|I Replace[s, I |

Uetails...

The Replace Procedure window pops up. Explore this window. You can scroll and choose from a list
of most usual exams used to replace the initial order. If the requested replacement exam is not in
the list, type it in the Replace with in the textbox.

(N
—— NOTE: Click the Show all procedures box to see more procedures.
1. Choose the replace with XR Chest/Abdomen Single Exposure from the drop-down menu.
2. Select the Replace Reason of Changed by Radiologist as per Protocol.
3. Ensure that the Copy accession to new order box is checked.
4. Click OK.
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Patient Information
Mame: VALIDATE, ADAM
ID: 760002141
Accession: 112-XR-18-3000079
Procedure: XR Chest

* Replace with:
¥R Chest'Abdomen Single Exposure ‘

R Chest PH Probe ‘

Replace reason:

Communication Type:

| Paper/Fax v ‘
Ordering Physician:

|Test‘ Aex ‘
Exam room for new order

M
Copy accession to new order

[] Showall procedures
[] Madify order details

0K | | Cancel

|Rea dy

[ %
—— NOTE: You can only replace within the same modality. If you are changing modalities,
you must cancel and reorder.

Click the Modify order details box to change the details in one step.

In the Online Work List both orders are displayed with the same accession number.
The old order, XR Chest, has the status changed to Replaced, while the new order’s status is
Ordered, as long as the Show completed exams box is checked.

Show completed exams I

-

Patient Name Allerg_ia Patient Type Procedure Name Accession Number Pricrity Status Requested DTITM Status O
WVALIDATE, ADAM a4 Outpatient CT Chest wio Contrast 112-CT-18-3000019 Routine Ordered 10-Aug-2018 08:29 10-Aug
VALIDATE, ADAM oy Qutpatient XR Ankle Right 112-XR-18-3000080 Routine Ordered 10-Aug-20183 08:30 10-Aug

VALIDATE,ADAM | 4k | Outpatient | XR ChestiAbdornen Sing... | 112-XR-18-3000079 | Routine | Ordered | 10-Aug-2018 08:28 g
VALIDATE, ADAM 4. Outpatient XR Chest 112-XR-18-3000079 Routine 10-Aug-2018 08:28 10-Aug

3 Cancel an Exam

You will now learn how to cancel an exam. Your patient’s Primary Care Provider calls and asks for
the XR Ankle Right to be cancelled.

1. Right-click on the exam in the Online Worklist and select Exam Management.

Y
Patient Name Allergies Patient Type Procedure Name Accession Number Priority Status Requestey
VALIDATE. ADAM 'y Qutpatient CT Chest wia Contrast 112-CT-18-3000018 Routine Ordered 10-Aug-2!
VALIDATE, ADAM | Outpatient | XR Ankle Right | 112-XR-18-3000080 JE— — g
VALIDATE. ADAM A, Outpatient XR ChestiAbdomen Sing...  112-XR-18-3000079 Print\Reprint Patient Packet 10-Aug-2
VALIDATE, ADAM & Qutpatient XR Chest 112-XR-18-3000079 \_I_[\Emam Management | | 10-Aug-2!
Ll |

| FEI"ISCI'IptIOI"I
Schedule Inquiry

Protocol

Add Interesting Case File

22 | 81



The Exam Management window will open.

1. Identify the Cancel exam icon in the menu bar and click it.

w
Task  Edit

View

Select By

Launc| Help

/ISR eg>» BBl &8

* Accession: |‘I 12-XR-18-3000080

Patient Information

MRMN: 760002141
MName: VALIDATE, ADAM
DOB- 15-Aug-1838

Age: 79Years

Gender: Male

The Order Details window opens.

Click OK

PSRN

Choose the Cancel Reason = No Longer Medically Indicated
Enter the Communication Type = Verbal
Enter the date and time of cancellation.

automatically populates it with the current date and time

g

CLMIT
TRANSI

FORMATION TRANSFORMATIOMNAL
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o QOrder Details for 112-XR-18-3000080: XR Ankle Right = =
*Cancel Reason: *Cancel DT/TM:
Mo Longer Medically Indicated W 10-Aug-201 SHNS R L2k =
*Communication type: *Canceling physician:
Yerbal v Test, Alex Q,
Cancel Comment
1]9 % Cancel

NOTE: By entering “t” in the Date and “n” in the Time section (3), the system

You can click Exit. Within the Online Work List, the order’s status changes to Canceled. You may
need to refresh your Online Work List. You can do this by clicking the As of: TIME in the top right

As of:17:00 AM
corner

Show completed exams

F
Patient Name Allergies Patient Type Procedure Name Accession Number Priority ilatis Reque]
VALIDATE, ADAM i) Qutpatient XR Ankle Right 112-XR-18-3000080 Routine | canceled | 10-Au
VALIDATE. ADAM 1 QOutpatient CT Chest wio Contrast 112-CT-18-3000019 Routine Ordered 10-Au
WALIDATE, ADAM H QOutpatient ¥R ChestiAbdomen Sing...  112-XR-18-3000079 Routine Crdered 10-Au
%LIDATE. ADAM H Qutpatient XR Chest 112-XR-18-3000079 Routine Replaced 10-Au
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3 Activity 1.5 — Exploring the RadNet Online Work List

1 Review Allergies

2

In the Online Work List, identify the Allergies column (1). There are four types of notifications:

1. ANR = Allergies Not Recorded
2. NKA = No Known Allergies,
3. NKMA = No Known Medication Allergies

4. % =represents the presence of allergies.

Exam |Transcripti0n|

Show completed exams

LEARNING

s
Fatient Name Allergies Patient Type Frocedure Name
MICLERKONE, ADRIAN | & | outpatient

MICLERKONE, ADRIAN
MICLERKONE, ADRIAN
MICLERKONE, ADRIAN
MICLERKONE. JIM
MICLERKONE, JIM
MICLERKONE. JIM
MICLERKTWO, ERIAN
MICLERKTWO, JUSTIN
MICLERKTWO, JUSTIN
MICLERKTWO, JUSTIN
MITECH, GLEN
MITECH, GLEN
MITECH, GLEN
MITECH, MICHAEL
MITECH, MICHAEL
MITECH, MICHAEL
MITECH, NOEL
MITECH, NOEL
MITECH, NOEL

(Outpatient
(Outpatient
(Outpatient
(Outpatient
Outpatient
(Outpatient
(Outpatient
(Outpatient
(Outpatient
Outpatient
(Outpatient
(Outpatient
(Outpatient
(Outpatient
Outpatient
(Outpatient
(Outpatient
(Outpatient
(Outpatient

Mark Allergies as Reviewed

Accession Number Priority Requested DT/TM
XR Duplication 112-XR-18-3000086 Routine 13-5ep-2018 0917
US Abdomen 112-US-18-3000006 Routine 13-5ep-2018 09:53
XR ChestiAbdomen Sing...  112-XR-18-3000082 Routine 13-5ep-2018 09:14
XR Chest 112-XR-18-3000083 Routine 13-5ep-2018 09:14
XR Duplication 112-XR-18-3000084 Routine 13-5ep-2018 09:16
¥R Abdomen Single View 112-XR-18-3000083 Routine 13-Sep-201809:14
XR Ankle Right 112-XR-18-3000079 Routine 13-Sep-2018 08:58
XR Ankle Right 112-XR-18-3000080 Routine 13-Sep-2018 08:58
XR Knee Right 112-XR-18-3000081 Routine 13-Sep-2018 09:01
CT Head Spine Cervical ... 112-CT-18-3000019 Routine 13-5ep-2018 09:55
XR Chest 112-XR-18-3000090 Routine 13-5ep-2018 09:40
¥R ChestiAbdomen Sing...  112-XR-18-3000080 Routine 13-Sep-2018 09:40
XR Ankle Right 112-XR-18-3000087 Routine 13-5ep-2018 09:20
¥R ChestiAbdomen Sing...  112-XR-18-300008% Routine 13-Sep-2018 09:37
XR Chest 112-XR-18-3000089 Routine 13-5ep-2018 09:37
XR Ankle Right 112-XR-18-3000088 Routine 13-5ep-2018 09:24
XR Ankle Right 112-XR-18-3000085 Routine 13-Sep-2018 09:20
XR Chest 112-XR-18-3000091 Routine 13-5ep-2018 09:43
XR Chest/Abdomen Sing... = 112-XR-18-3000091 Routine 13-5ep-2018 09:43

Allergies must be reviewed for a patient on every encounter. Check the allergies on your patient with

the XR Chest/Abdomen Single Exposure:

1. Right-click your patient and select Allergies.

VALIDATE, ADAM

VALIDATE, ADAM
VALIDATE, ADAM

QOutpatient
| Outpatient
Outpatient

CT Chest wio Contrast

112-CT-18-3000019

| XR Chest/Abdomen Sing..

¥R Chest

Protocol

Comments

Print\Reprint Patient Packet
Exarn Managerment
Transcription

Schedule Inquiry

Add Interesting Case File

| Allergies

[

m al

Fatient Exam History

The patient’s allergy profile opens. After reviewing the allergies:
1. Click Mark All as Reviewed.
2. You will note that the Reviewed and Reviewed By columns have changed to the current time
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and your name will populate.

Allergy

| Mark All as Reviewed || | Refresh (lastat 15:21 PDT) |

=k Add | ﬁModify | Mo Known Allergies | (& No Known Medication Allergies Z¥ Reverse Allergy Check Display

D. Substance Category Reactions Seve... Type C. Est Onset Reaction 5... Updated By  Source | Reviewed Reviewed By
Peanuts Food Hives Severe  Allergy Active 26-Jul-201... 14-Aug-2018 15:21 PDT Train, Medicallmagin...

Add a Comment

Comments can be added to a patient for various reasons. For example, one of the patients coming
today for an exam needs assistance to walk. You need to add a note to the order.

1. Select the order by hlghllghtlng it in blue. nght C|ICk and select Comments.

uALIDATE. ADAM &' | Outpatient | XR Chestifbdome
VALIDATE. ADAM & | Outpatient XR Chest p””t\ReP””t Patient Packet Routine Replaced
Exam Management

Transcription
Schedule Inguiry
Protocol

Add Interesting Case File

| ! Comments w\l\ ! |
Allergies

The Comments window will open. Choose the appropriate tab (Order Comment, Order Note
or Cancel Reason).

2. Click Edit and type in the free text box = needs assistance to walk.

Click OK.
4. Click Close.
Comments

Order Comment | Order Mote Cancel Reason
WALIDATE, ADAM #R Chest/Abdomen Single Exposure
7E000)

Comment bype:

Order Comment
Comment:
Needs assistance to falk

| Ok |I Cancel
.

Your comment can be viewed if you right-click the patient name and select Comments. The
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comments column will now have the Comments icon present; you may have to scroll to the
right.

VALIDATE, ADAM H Outpatient CT Chest wic Contrast 112-CT-18-3000019 Routine Ordered 10-Aug-2018 08:29
VALIDATE, ADAM H Outpatient XR Chest/Abdomen Sing...  112-XR-18-300007% Routine Ordered 10-Aug-2018 08:28
VALIDATE, ADAM H Outpatient XR Chest 112-XR-18-3000079 Routine Replaced 10-Aug-2018 08:28

NOTE: Order Comments will be displayed both in the RadNet Online Work list as well
as other areas where the Order is visible, such as PowerChart. Order Notes are
displayed only within the RadNet system and should only be used for departmental
documentation.

(N

Review Patient Exam History

Check your patient’s exam history in order to see what other orders were placed and completed on this
patient. From any of the orders placed on the patient,

1. Right-click to access the drop-down menu and click on Patient Exam History.

=

Status Priority Fatient Name Procedure Name Tr.. | Or.. Requested DTITM

On Hold Routine  CSTPRODMI, TESTADRIENNE MRI Spine Cervical wio Contrast = 08-Dec-2017 15:05
CSTPRODMI, TESTADRIENNE CT Chest Abdo Pelvis w/ + wio Contrast N X N

On Hold Rouine CSTPRODMI, TESTADRIENNE  NM Myocardial Perfusion Rest Print\Reprint Patient Packet

On Hold Routine = CSTPRODMI, TESTADRIENNE MM Myocardial Perfusion Treadmill Exam Management

Completed Routine  CSTPRODMI, STLGH RF Esophagus Stomach Duodenum Transcription

Completed Routine  CSTPRODMI, STLGH RF Esophagus Stomach Duodenum Schedule Inquiry

Completed Routine  CSTPRODMI, STLGH CT Duplication Protocol

Completed Routine  CSTPRODMI, STLGH CT Elbow Arthrogram Left . )

Completed Routine CSTPRODMI, STLGH CT Elbow Arthrogram Right Add Interesting Case File

Completed Routine  CSTPRODMI, STLGH CT Elbow w! + wio Contrast Righ Comments

Completed Routine  CSTPRODMI, STLGH CT Elbow w/ + wio Contrast Left .

Completed Routine | CSTPRODMI, STLGH CT Elbow w/ Contrast Right M -

Completed Routine CSTPRODMI, STLGH CT Elbow wi Contrast Left Gatentbamllielony

NOTE: Only exams that have been ordered/ completed since the CIS went live at your
site will be visible.

The Order Viewer will open. Here you can see displayed the entire list of orders placed on the
patient, and the status.

1. The menu bar allows you to see what other functions you are able to do from here. Click to
explore.

* Pabont rame: CETPRODH), TESTADRIENNE s o B35

Task  WView SelectDy Launch  Help

CANBRES S@mEd

Patiert inforrnasion

Mame: CETPRODML. TESTADRIENKE
MEN. 00003789
| Accession

DO 25-May 1995
Age: 22 Yoan
Gondar.  Female

No Exchimmn Fillors Agpliod

Circder Prceity Sastis
| WM Myocardinl Parkison Treadml |

Fiopest Stnke_ Cedder Details |
12-Diac-2017 100 PST. Routine, Rasson cetest Wasght 50 Transpont Ambulatony L |

12-Dec-2017 10D |

Mew
12.Dee-2017 02:00 MM Myseardial Perfusicn Rest Routing Futurg On Hold Kew 12-Dec-2017 08:00 PET. Reutine, Resscn; cetost, Weight: 50, Transport Ambulatory
T-Dec20170879  11I2CT-17-0004954 T Chest Abds Pebis wf + wio Cork . FHeubae Orelered Chrederesd Hew 11-Diee- 2077 08:19 PET. Aoutine, Roason: Gusry oneurronma
03-Dec-2017 1505 MRS Spmve Carvncal wia Conlrast Routne Futurn Oin Hald oo 08-Dane=T017 1505 PST, Aoubine, Reason Dvcler Schedu
06-Dec-2017 1433 112-LT-17-0004200 CT Abdoman wi Contrast Reutine Ordered Qrdered Hew 08-Dec-2017 14:33 PST. Routine. Reason: Abdomen Pain
08-Dec-2017 1330 CT Elbow Artheogram Left Routine Canceled Canceled Canceled 08-Dec-2017 13:30 PET. Routine. Reason: Guery fracture. Transport Ambulatory:
02-Dec-2017 1330 112-CT-17-00049828 CT Elbow wf Controst Leht Reutine Ordered Ordered New 02-Dec-2017 13:30 PET, Routine, Reason: Guery fracture, Tranapert Ambulatony
08-Dec2017 0850 1124R17-0001826 1R Buegy Lives Trasjugular it Ordored Chrederet o 08-Dee-2017 08 50 PET, Aeutine, Roascn: M1 IR Werkbook, Tranapest Amintatory, Schedubing Loen
07-De=2017 165 CT Akl wi » vebe Ceribrant Lot et Fulurn Cin Hld M 7= 7017 545 PET, Aenstine, Rnasen: Quary Frachan, Teartgort Ambulatory
07-Dac-2017 06:32  112-XR-17-0006465 XR Chast Reating Ordered Qrdered Hew 07-Dec-2017 08:32 PST, Acutine, Resscn: Cusry Praumaenis
07-Dec-201708:58  112-US-17-0003818 15 Abdomen and Doppler Routine Canceled Canceled Cancelod 07-Dec-2017 08:53 PET, Routine, Reason: Guery galistones, Baggoo, Alan Kieth
07-Dec-201708:58  112-UE-17-0002818 US Abdomen Reutine Canceled Replaced Canceled 07-Dec-2017 08:58 PET, Routine, Reason; Cuery gallstones, Baggoo, Alan Kieth
07-Dec2017 0342 112-XF1 70006350 X Ll s Hestne Crlered Cudered Hew 07-Dee 2017 08 42 PET Heabne Frasce Lung Tesl
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S  Print\Reprint Patient Packet
If you need to re-print the patient packet (requisition and labels) from the XR Chest
1. Select the exam
2. Right-click on the exam and select Print\Reprint Patient Packet
Exam |Transcription|
Show completed exams
s
Patient Name Allergies Patient Type Procedure Name Accession Number Prio|
ED-Phy-Seven, Monty H Emergency 112-XR-18-3000083 Urg
IP-PHY-Six, Jane 1 Inpatient 112-XR-18-3000082 Ro
MITECH. MICHAEL H Qutpatient 112-XR-18-3000081
MITECH, MICHAEL 1 QOutpatient 112-XR-18-300007%
1 H MICHA L] natis 112-XR-18-3000020
VALIDATE, MITECH ' -
WA A

e -

Print\Reprint Patient Packet |

Exam Management

The Reprint Packet window opens.

1. Click on checkboxes to choose the document you want to print
2. The type of document can be selected
3. Select the printer
4.
the pre-selected printer
Reprint Packet
Reprint Type Frinter
O Folder Label lgh_usxray_t2_fald Y]
[l Content Label lgh_usxray_12_cont Y]
[l Requisition lgh_wrap_N_req Y]
Save printer preference
Clear all preferences Reprint Cancel

Transcrintion

Click on the ellipsis button (to choose the printer and the location. It will automatically default to

To change the printer location, from the Output Destination pop-up window choose new output device,

the location, and the type. Click OK to print.

Output Destination
Task View

Default
) Always et mp persanal default autput destination as the default

(®) Awaps use the default output destination associated with the computer that | am using

Output Devices

Favoited Other Output Devices

Filter By: Location v | Device Type:

Prirter v

£ BCG Bella Coola General Hosp A
& BCG Medical Imaging

{3 EGH Evergreen House

& HTH Hilltop House

{3 LGH Breath Program

& LGH Cardiac Home Care

{9 LGH Cardiclogy Lab

#1450 LGH Cast Clinic v
< > <

DeviceMame  Location Tops

Fancel
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The packet consists of three components: the Requisition, the Content label and a Folder label.
The Folder label does not contain a barcode and can be used to give to a porter or on other forms.

BEBE, TINY

MRN: 740002057

DOB: 10-AUG-1970  Age: 48 Years
Gender: Female

Exam: XR Abdomen 2 Views

Location: LGH ED  ACWR

Isalation:

Alert

Disease:

Alert

The Content label is placed on the back side of the requisition and the accession number on the label
can be scanned.

BEBE, TINY
BCPHN: 9876098253 Fin Elass:
MRN: 740002057 Gender:  Female

C:0B: 10-AUG-1970 Age: 48 Years
Eng: 7400000003725

XR Abdomen 2 Views

Exam Date: 10-AUG—2018

Ordering MD: Pliska, Benjamin Tobias, DEN

Aosesslon: | [T

112 = XR— 18~ 1000107

The Requisition will print and three fields need to be completed by the technologist:
0GR T REPRINT LGH Lions Gate Hospital

112-XR-18-1000101

BEBE, TINY

Exam: XR Abdomen 2 Views BCPHN: 9876098253
Accession:  112-XR-18-1000101 MFN: 740002057

DOB: 10-AUG-1970
HBsaalrch Study: Age: 8 Yoms
Iselation: Gender: Female
Process Alert: Dosing W: He:
Disease Alert:

Enc #: 7400000003725
Fali Risk Score:
Patient Type: Emergency Primary Health Plan
Patient Loc: LGH ED

Room: ACWR

Requested Date/Time: 10-AUG-2018 10:20 Ordering Phys: Pliska, Benjamin Tobias, DEN 55197
Priority: Routine Physician Phone: 8047328333
Transport Mode: Mot specifiad Ordered By: Young, Gil
Reason for Portable: Pravidar Callback Number:

Ordered Date/Time: 10-AUG-2018 10:21

Additional Copies To:

Reason for Exam:  test

Special Instructions / Notes to Scheduler:

Relevant Labs:
Creatinine:
eGFR:

INR:
PTT:
PLT:

Allergies:

Tech Comments:

Imaging Protocol and Priority (Radiologist's Use Only}

Opt1 Opz Ops Opa [ specified Date:

RADPACKETREOM This record comains confidantial infoamation which must be protected, Ay unauthorized use or disclosute is stricily prohibiied. D_BO783
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1. Technical comments including: Anticoagulant stoppage time, patient supplied medications,
medications, patient history, LMP, Pregnancy status, contrast/radiopharmaceuticals, and if shielding was

used.
2. The Fluoro time in HH:MM:SS format

3. The number of Images archived to PACS.

If additional comments are needed, use the reverse side of the requisition.

% Practice

e Practice registering your patient in PM Office adding a new outpatient encounter and
then adding an order, for example: US abdomen.

Key Learning Points

You can insert today’s date and time using the shortcuts T and N.

There are usually at least two ways to access functionality within RadNet (“to do things in the
system”) from the icons in the menu bar at the top of the window, or by right-clicking on the
item you are interested in, and choosing the action from the pop-up menu.

If you replace an order in the same modality, the new order will retain the accession number
as long as you have the Copy Accession Number to new Order box checked.

By modifying order details you can add additional CCs for distribution of the final report.
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B PATIENT SCENARIO 2

Learning Objectives

At the end of this Scenario, you will be able to:
Access the Scheduling Appointment Book (SchApptBook)
Set personal preferences for optimal use
Use Appointment Inquiry
Book appointments
Use the Request Queue
Schedule Outpatients and Inpatients
Block and Unblock Schedule slots

SCENARIO

This is a step by step guided introduction to the Scheduling Appointment Book. You will be guided
through a variety of tasks that are part of your daily workflow and shown how to book appointments.
Follow the guidelines included to move through the scenario. Afterwards you will practice what you
have learned by booking your own appointments.
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- Activity 2.1 — Overview of Scheduling Appointment Book

This first activity will guide you through the Scheduling Appointment Book (SchApptBook) application.
This is where you will book all of the appointments for your department. Appointments can be booked
from paper requisitions that will print in your department or from request queues.

1 From StoreFront, select the SchApptBook icon e

= - T oo = 3]
Tk Ed Yien

Eh RGP e T

Sing@SRIEAND LD aa

1. Menu Bar- Includes Task, Edit, View and Help options.

2. Toolbar- Includes icons of additional app elements (e.g. Person Management, Request List
Inquiry, Modify, Cancel, Reschedule, Print, Shuffle, Create Group Session, Swap
Resources, and Exit) to facilitate accomplishing a task.

3. Demographics Bar- Displays Patient's Name, Age, Date of Birth, Gender and MRN.

4. Calendar- Assists in booking appointments by the days, weeks and months of a particular
year.

5. Bookshelf- Contains the Scheduling Appointment Books that are used to schedule and
manage appointments.

6. Work in Progress (WIP)- An area where a partially completed appointment resides until
you are ready to book and confirm it.

7. Scheduling Grid- Contains appointment slots with Resources (e.g. person, equipment,
location) schedules. This is where appointments are scheduled and managed.

2 Opening a Bookshelf/Book:
1. Select the Books tab, click the Select button.
2. Select the LGH Medical Imaging Bookshelf and click OK.
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Appointment

Select Bookshelf

Open

Select

=-if§
BCG Medical Imaging Bookshelf

{illi LGH Cardiac Home Bookshelt

{fm LGH Cardiolagy Lab Baokshelf

(i LGH Cast Clinic: Bookshelf

ﬂi LGH Chemo Medical Oncaology Bookshelf
m LGH Departmert of Perioperative Services

2 LGH EEG Bogkshell
t - LGH Medical Imaging Bookshelt

- (i LG Ubstetncal Smbulaton Bookshel
{ifli LGH Dutpatient Care Centre Bookshelf
-l LGH Peds Bockshelf

(il LGH Pehab Services Bookshelf

i LGH vascular Access Bookshelf

{ifli LGH wound Dstamy Bockshelf

m Rw/L Medical Imaging Book shelf

{fm SGH All Outpatient Clinics Bookshelf

ﬂ_‘ﬂ SGH Ambulatory Care Bookshelf

m SGH Department of Perioperative Services

m SGH Medical Imaging Bookshelf

Ok Cancel

3. Double-click on the modality Book where you typically work.

Su Mo Tu We Th Fr Sa

& 3 1w 11 12 13 14
1% 16 17 18 13 20 2
el 24 R
e I 1 B 1 2 3 4
5§ 6 7 8 3 10 N

Books | Appointment

xa:m
H: HE =
a flla|% &
olazs|e w
=sHZ|z =i
II§ z
SES |z 5
Q
E

07-05|
07-10|

A[CT P3/4w/o Contrast

LGH CT Oral Contrast Prep Resource

T Oral Contrst Preparation

07:15[CT P2 w/o Contrast

07-30||CT P2 w/o Contrast

T P2 w/o Contrast

CT P2 w/o Contrast

0745 @c‘r B A

T Urgent

T Oral Contrast Preparation

User Preferences: (Review Only)
Within the Scheduling Appointment Book application, there are several options which are set at

the user preference level. Once these preferences are applied, the information will not need to be
entered or edited in the future unless different preferences are required.

Setting Default Location/Book

1. Click View in the Toolbar and select Options.

g TRAMNSFORMATIONAL
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Edit

Help

Toolbars

Demographics Bar

Availability Bar

Status Bar
Small Buttons

i ¢ Back ~

Large Buttons
Cancels
1 Reschedules

1 2 Empty Schedules

3
Refresh
15 16 [ ==

23 30

On-Hold Appointments

B e

L
L
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The Options window opens which has a number of tabs. User Defaults is the first tab and it
allows you to set a default location (refer to screenshot below). The location entered in this field
will always appear in the Appointment Location field when scheduling an appointment. It is only

appropriate to enter a default location if you schedule appointments for one location.

Options

[ =5

User Defaults ‘Appomtment | Navigation I Details | Allergies | Cenfirm I cl »

Default Appointment Type
[] Default appointment type synomym 2
(@ Mo default appaintment type synonym

Default sppointment type synonym:

Appoirtment Scheduling Range
Days in past: 0

Days in future: 0
[] Allow muttiple appointment location values
Role

0 =

Default location: n

Upon move to the work in-progress, expand the tree to level {Default = Role):

-

Amount of inactive time {in seconds) before automatically refreshing request lists and queries:

Appointment detail fields:

Person Name
Appointment Location
Appointment Type

[ 0K ] [ Cancel

1. Default Location can be chosen from the drop-down menu. This function would be used if a
user schedules consistently for one location, e.g. LGH Medical Imaging. Once this is set, it will

automatically populate within the Appointment Location.

2. Default Appointment Type Synonym can be activated by selecting the associated check

box.

3. Appointment Synonym can be selected from searching in the box for the desired
appointment type. This option can be used if a user consistently schedules one appointment
type because it will automatically default into the appointment type field.
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4

4

1
=
15
22
29
5

2018 b Appointment
July » Person name: | Move }‘
Su Mo Tu We Th Fr 5a | —
*Appointment location:
3 10 11 12 14 Appointmet location _m
16 Bl 18 19 20 A
23 024 2R 2% 27 28 Allergies |
oA 1 2 3 4
[ 7 g 3 10 M

4. Click on the Navigation Tab. This is where you can set a default Bookshelf and Book.

Optons En
| User Defaults | Appointment | Navigation | Details | Allergies | Confirm I Ccld]r
Defautt bookshetf:

<MNones

Default book:

| -

Toolbar Preferences
Mumber of tems to retain in most recently displayed list:

[
15 =
Home button retums to cument date

BackForward buttons retain date context

Default Bookshelf - Enter the name of the Bookshelf that you would like to default open when
you log into the SchApptBook application. There is a list available to assist you in selecting a
predefined bookshelf.

Default Book- Enter the name of the Book that you would like to default open when you log into
the SchApptBook application. There is a list available to assist you in selecting a predefined
book.In the example below, the default Bookshelf is the LGH Medical Imaging Bookshelf and
the default Book is the LGH CT Book.

4
Su
1
2
15
22
29

5

July
Mo Tu We

2 3 4 5 B

3 1 112 [13]
1 17 RERRE R

b B T R
b U 203
E 7 &8 49 10

Th Fr

Books | Appointment

3
Sa
7
14
21
28
4
i

3
2
i
=
o
T

W=TeT=Te)
LGH MG Book
LGH MM Book

o}

L

= |

17-Jul-2018 - LGH CT Book

LGHCT Rm 1

CT P3/4 w/o Cortrast

P3/4w/o Contrast

CT P3/4 w/o Contrast

[CT P2 w/o Contrast

Y{CT P2 w/o Contrast (CT P2 w/o Contrast

]r P2 w/o Contrast

Interventional
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Book settings determine the view of the appointment book. These can be accessed by right-

clicking in the scheduling grid and selecting Book Settings and then View.

J: Actions
?E gMICLERKDNE Add New Appointment

CT Inpatient -

LGH Med Im Bcclr..Reque.t
% m NE Confirm Request

CT Inpatiert Remove Request
2, LGH Med Im: Recur Appointment

[ %MICLERKDNE -
Mavigation

CT Inpatient

LGH Med Im; Inquiry
é %MICLERKDNE Report

LGH Med Imi Applications
5 Person

Slots

4 Resources

MICLERKCNE -

CT Inpatient Book Settings View MNon-proportional Single-day

%\ LGH Med im Date and Time... .Proportional, Single-day
@‘MLID&TE. ADAM T Urgent Properties...
) Al Week

W | e r—— = Month

Proportional, Single-day View- This is the default and recommended view that allows the user

to see all of the breaks in the day. The times are at the left-hand side of the book.

Appointment Book Properties:

Appointment book properties include settings such as the Begin and End time of the scheduling
grid, the data that displays in a scheduled appointment and the time interval of the scheduling
grid. Appointment book properties can be accessed by right-clicking on the scheduling grid,

selecting Book Settings then selecting Properties.

Actions 3

Add New Appointment
Book Request

W Confirm Request
Remove Request

Recur Appointment

T Urgent
/
T Urgent
/
T Urgent
0
T Urgent
/

T Urnent

View

Navigation 3
Inquiry 3

-
Report 3
Applications 3
Person 3
Slots 3
- Resources 3
" Book Settings »

Date and Time...

MICLERKONE, JEFFERY
CT Inpatient

Properties...
WZ220%
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General Tab

Appointment Book Properties ?

General | lcons Fonts | View - Proportional, Single-day

Column Headings
["] Display number of scheduled appaintments

Visible Dﬁ Ranﬁe
eqin time: End time:

0700 = e

Toottips
Display tooltips for:

10 = | seconds

Display Fields

Person ”
Appointment type scheduled as

Appointment location

Requesting provider

Reason for appoirtment

Appointment state

Appointment duration

Encourter type v

OK Cancel

1. Begin Time- In military time, this determines the time that the appointment book will start;
this crosses all books and bookshelves.

2. End Time- In military time, this determines the time that the appointment book will end;
this crosses all books and bookshelves

NOTE: If there are any slots beyond the designated time, they will not be visible on
the books. However, by using suggest, you can still schedule into these.

3. Display fields- These are the fields that will show in a scheduled appointment on the
scheduling grid. By clicking the up or down arrows, you can change the order in which
they are displayed.

Icons Tab

By selecting any of the icons listed, a symbol will appear if the criteria are met. Example: if the
Slot Icon Comments is checked a bubble will appear on the slot if any comments are entered.

Appointment Book Properties ?

General | lcons Fonts | View - Proportional, Single-day

Slot icons:

G Commertts
B Release Times
[0 22 Group Session
[ ., Information
[ @ Locks

Appoirtment icons:
&) tlergies a
# hppointment Linking

G Commerts

22 Group Session

o Protocol

4, Recuming

18] Choose and Book

[ § Do Not Move

[(3) Bigibity Status Ambiguous
LY T NN N

NOTE: Making changes to the default settings for this is not recommended.
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Fonts Tab

Fonts as they appear in the appointment book can be changed using this tab.

Appointment Book Properties ?

General | Icons Fonts | View - Proportional, Single-day
Forit... Defautt
MS Shell Dig

View Proportional Single-day

=

> wn

Appointment Book Properties ?

General | lcons Fonts | View - Proportional, Single-day

[] Display binder n
Time interval:

.8

Column Width (In Pixels) 3
() Custom width:
() Size o fit all, with minimum width

(®) Size tofit all

Start display at:
0700 = []0n curent date start at cument time

s

&M

TRANSFORMATIOMNAL
LEARNING

Display binder- By checking or un-checking this option, the binder on the left side of the

appointment book will be visible or not.

Time interval-This option determines the increments of time (in minutes) for the slots.

Custom width- This option determines the width of the slots under the resources.

Start Display at - You can set the time and day that you wish to display when you first log

on to the application.

Appointment Inquiry (Schedule Inquiry)

Appointment Inquiry allows the users to view appointments in a list format. Schedule Inquiry allows
you to enter the parameters required to view the schedule associated with a specific person or
resource.

There are four available options for using Schedule Inquiry: Person tab, Resource tab, Location tab
and Request List tab. Each of these is described below, along with the available elements for each

tab.

The Appointment Inquiry can be accessed in two different ways.

1. Click the Appointment Inquiry icon (eye icon) located at the top of your screen.

| a @HFEe &,

OR
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2. Right-click anywhere on the scheduling grid, select Inquiry, and then select Appointment
Inquiry.

Actions 3

Add MNew Appointment
Book Request

Confirm Request
Remove Request

Recur Appointment

Mavigation [
Inquiry 4 Appointment View
e Appointment History View
Applications Appointrment Ingquiry
Percon Request List Inquiry
Slots ’ View Appointment Information...
Resources 4
Book Settings 2

3. The Appointment Inquiry window appears on your screen.

1727 37 4 %

Person | Resource | Location | Request List

Inquiry:
Person Schedule Inguiry - Standard "

Person:

Start date: Start time:
2F-Jul2018 | = || 0000 =

End date: End time:
P : w2355 :
Find Clear Close

1. Person Inquiry Tab- Use this inquiry to view information (such as confirmed
appointments, no-show, inquiry with orders) associated with a specific patient in the
SchApptBook.

2. Resource Inquiry Tab- Use this inquiry to view information (such as displaced
appointments, open slots available, booked outside of slot) associated with a specific
resource in the SchApptBook.

3. Location Inquiry Tab- Use this inquiry to view information (such as location with
person name, check-in) associated with a specific location in the SchApptBook.

4. Request List Inquiry Tab- Use this inquiry to view information (such as request list by
location, cancellation list, and request queues) associated with a specific request list in
the SchApptBook.

Select the appropriate parameters to run any of the above inquiries to view results.
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3 Activity 2.2 — Appointment Scheduling

There are several different methods for scheduling an appointment within the Scheduling Appointment
Book application. This section will discuss each of these methods and explain when one method
should be used over the others. Use the outpatient on your training card to follow along.

1 Pre-requisite Steps for Booking an Appointment

These are the pre-requisite steps for booking an appointment prior to selecting one of the three

methods.
1. Click the Appointment tab.
=

Perzon name:

*Appoirtment location:

2. The first few fields for the required information appear in the window. You may begin to
schedule the appointment.

NOTE: Mandatory fields are marked with red asterisks (*) and highlighted in yellow
meaning you will need to complete these fields in order to move to the next step in
scheduling an appointment.

Click the Ellipsis button beside the Person name field E] .

Search for the patient, by entering the PHN, then click OK (if you do not have a PHN,
search by partial last name and first name or date of birth and gender).

If you have found the correct patient, click only ONCE on their name to select, then click
OK.

A

BC PHN: Mo perzons faund.

|
MRN:

NOTE: If Yes is entered into the Interpreter Required? An interpreter must be
scheduled. Interpreters are not scheduled in the CIS.

NOTE: Refer to Registration’s EMPI Reference material to learn about requesting a
new PHN for a brand new patient. Approximately 99% of all BC Residents are
registered in the EMPI.

5. The Organization window appears. Click on the Ellipsis button.
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ﬁ Organization @

Fleaze zelect the facility where pou want to view person aliases.

Facility Mame | Facility &lias
| =

Facility:

o | [

Scroll down through the list of the clinics/departments until you see LGH Med Imaging,
select it, and then click OK.

i Organization

Pleasze select the facility where vou want to view person
aliazes.

Facility Mame | Facility Alias

LGH Medical Imaging

LGH Medical [maging

Facility:
LGH Medical Imaaing

The EMPI window will appear momentarily as your patient is checked against the EMPI
database.

The Future Requests/Appointments window will appear for the patient if they have
appointments that are booked in the future. Click OK to close the window.
#

Future Requests/Appointments for VALIDATE, ADAM ?
Future pabiert requestis

Request Acton  Apportment Type  Earkest Recusst Dste  Lavest Flaquest Date  Crosted Oy Date Crested

® patiert 2pporimentis

Cusert Site  Apportment Type  Locbon 1DeteTme  End DateTime Crasted By Diate Created
! Corfamed LT rpatiend LGH Med magng  DAug-2018- 0315 0BAug-2018-05.30  TeslUper. OedHadNet  260u-2018 - 1525

Semu Unigeiect oK (==

The patient’s name will now display in the Person Name field.

. Click the Ellipsis button beside the Appointment Location field and double-click LGH
Medical Imaging to select.

NOTE: The Appointment Location may be defaulted based on user preferences.

. Select the Ellipsis beside the Appointment Type field and double-click on an appointment
type to select or start typing the appointment type and press enter. Select US Abdomen.

40 | 81



TRANSFORMATION TRAMNSFORMATIONAL

path 1o werartun soamben cat LEARNING

Eooks | Appointment

*Appointment location:
i ? X
LGH Med Imaging L Appointment Type Help -

*Appointment type:
US Abd

*0rdering Provider:

Cas
12. Once an Appointment Type is selected, additional fields will appear.

LN
—— NOTE: This list of fields is referred to as Accept Format Fields.

13. Complete any mandatory fields then click the Move button to move the appointment into the
Work In Progress (WIP). The appointment guidelines open, read and click OK.

14. The Appointment Attributes window opens. Click the correct order from the Optional tab, so
it displays in the top box.

15. Add a Reason For Exam, check the priority and select a Ml Assigned Priority if protocolled
by the radiologist. Click OK.

Appointment Attributes ?

B'ﬂ_ VALIDATE, MICLERKONE Details =~ Orders | RescurceList | Guidelines | Appointment | Eligibility
[#-<%2 US Abdomen

VALIDATE. MICLERKONE [ ET .

US Abdomen

Request Received Date/Time:

CC Provider 1:

CC Provider 2:

Optional | Search | Existing Orders | Privile| * | *
CC Provider 3:

|l US Abdomen ! Q
jomen and Doppler

US Abdomen Limited CC Provider 4:
US Liver Transplant and Doppler

CC Provider 5:

[ [N

[ o || ceo

Two Methods of Booking an Appointment

Once the appointment information is in the WIP, use any of the following two methods (Drag & Drop
and Suggest) to move the request into a Pending status on the scheduling grid.
Drag and Drop Method

The drag and drop functionality is a quick and simple method for scheduling single appointments. It
should be used when you need to schedule an appointment in a pre-determined date and time. This
method works best for departments that do not book appointments too far into future.
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Highlights:
* Quick method for booking a single appointment.

Allows you to schedule an appointment to a pre-determined date and
time.

Works well for clinics that do not book appointments far in advance.

1. Left-click on the selected resource (the resource directly below the clinic name) and drag
the cursor to the appropriate resource and start time.
EEETI te | senen

Tk 1 preyman
CE Proveier T

= 0 VALIDATE, MICLERYCHE.
& US Abdomen

Mo »
Hae

2. Release the mouse button, the Schedule window will display on the screen. Verify that
the Resource and the time slot fields are correct. After reviewing the information, click OK.

Resource:
[LeHusRm 1 [ v
Default slot:

| US Any (No OB/Pelvis) (07:40 - 08:20)

[¥] Apply Duration Change to Order

LN

—— NOTE: You can change the duration of the exam at this time.

3. The appointment will show in the slot in a pending state, which will be denoted by the red
books in the WIP and yellow background.

RTINS S e e
ool

Detober + I VALIDATL WeCLERKOHL
Su Me Tu We Th R Se 05

% T Cument Schedule m
[ T | B ot = [ LGH Med maging —
7 s[3jw 0 w0 - Comr = [N
MO1s 16 07 M 18 4 - e
EO I - (=
ERE R i -
= = et

5 e e 0B
{173 e P G P

e

4. The appointment will appear in the scheduling grid in a Pending state.
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NOTE: If you attempt to Drag your appointment to a room that is not set up for that type
of exam (i.e. w/ Contrast, w/o Contrast etc.), you may have Slot not Valid pop-up occur.

Please see overriding a timeslot below for information on this.

Suggest Method

The system can suggest available times at which an appointment can be scheduled based on date and
time parameters that are set. This provides available date and time options without having to search
through the scheduling grid. This method is recommended for those areas where available

appointment times are limited and also for more complicated appointments.

Highlights:
* Helps you to find the FIRST available appointment at the clinic.
< Allows you to set a date range for the appointment search.
* Avoids scheduling conflicts (resources/patients will never be double-
booked).

With your appointment in the Work In-Progress area,

1. Click the 5432=t  pytton to open the Suggested Schedules window.
Worl in progress:
- #% VALIDATE, ADAM Schedule
£-%5 CT Abdomen
E| Current Schedule
2} LGH Med Imaging

: Recur
#%2 LGH CT Rooms w/ Contrast
L% Patient i
Request
Insert

2. Check the set Preferences and modify if needed (for example: the number of options
returned), click on the Preferences tab in the Suggested Schedules window.

N

Suggested Schedules
Patient Appoirtmert Location Appoirtment Type  Primary Order Scheduled Date/Time ~ Patient Duration
= %% VALIDATE,ADAM LGHMed Imaging  CT Abdomen CT Abdomen w/ + w/o Contrast 15 Minutes

Suggest Criteria PatDur  Pat Date/Time Person ApptDete/Tme ~ Appt Type  Resouce  Appt Loc

(1D not allow mutiple secondary suggestions

[ First avalable with sequencing D G
] Display day of wesk with datetime

[ ] Optimize patiert time

] Retum suggestions in 5 minute intervals.

[ 15 Minutes | 08-Aug-2018 - 13:45 | VALIDATE, ADAM | 08-Aug-2018 - 1345 LGH CT Rm 1 | LGH Med Imaging | CT Abdomen w/ +w/o Cor|

"

Number of suggestions to retum o = = 15Mrutes DB3-Aug-2018-14:00 VALIDATE ADAM 08-Aug-2018-14:00 CT Abdomen LGHCTRm1 LGH MedImaging CT Abdomen w/ +w/a Cor

Number of days in date range: 30 = 2 15Mrues 083-Aug2018-1415 VALIDATE, ADAM 08-Aug-2018- 1415 CT Abdomen LGHCTRm1 LGH Med Imaging CT Abdomen w/ +w/o Cor

2 15Mnues 08Aug2018-14:30 VALIDATE ADAM 02/Aug2018-1430 CTAbdemen LGHCTRm1 LGH Med Imaging CT Abdemen w/+w/a Cor

Defait fime range 0800 SR z 2 15Mnues 08-Aug2018-14:45 VALIDATE, ADAM 08Aug-2018-14:45 CTAbdomen LGHCTRm1 LGH Med maging CT Abdemen w/ +w/a Cor

2 15Mnues 08-Aug2018-1500 VALIDATE, ADAM 08-Aug-2018- 1500 CTAbdomen LGHCTRm1 LGH Med imaging CT Abdomen w/+w/a Corl

Success ratio 100 = = 15 Minutes  08-Aug-2018- 15:15  VALIDATE, ADAM  08-Aug-2018 - 15:15 CT Abdomen LGHCTRm 1 LGH Med Imaging CT Abdomen w./ +w/o Cor|

= 2 15Mnues 08Aug2018-1515 VALIDATE,ADAM (08/ug2018-15:15 CTAbdomen LGHCTRm1 LGH Med imaging CT Abdomen w/ +w/a Cor

Accsptable time variation 0 = | howr v o 15Mrutes 083-Aug2018-15:30 VALIDATE, ADAM 08-Aug-2018-15:30 CT Abdomen LGHCTRm1 LGH Med Imaging CT Abdomen w/ +w/o Corl
a

15 Minutes  08-Aug-2018- 15:45 VALIDATE. ADAM  08-Aug-2018-15:45 CT Abdomen LGHCTRm 1 LGH Med Imaging CT Abdomen w/ +w/a Cor|

Primary Order

Next Next Day Clear Select

Cancel

3. Click = *2%*  for the system to display suggested times that the appointment could be

scheduled.

4. If the suggested times do not work, click Next to display the next available times.
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5. If the suggested dates do not work, click Next Day to display the available times for the next

day.

6. Once you have found a suggested date and time to use, click Select. A red checkmark will
appear next to the selected date and time.

7. Click OK to close the Suggested Schedules window and schedule the appointment.

‘Suggested Schedules

Sd'q\‘_fﬁlﬂme Fatrt Durstions
CT Abdomen w/ = w/p Contrast  0%Aug-2018- 1600 15 Minutes |

K i 108 WIS, EAR LA IRATE SRAL L& E e

Pat Diste Time Panan Hoct Date Time fomType  Resouce Aot Lee Primary Order A

15 Mrutes 05A0g-2018- 1330 VALIDATE ADAM 08A0g-2012- 1330 CTAbdemens LGHCTFRm 1 LGH Med magng CT Abdomen w/ + wio
15 Mrntes 09Aug-2018- 1345 VALIDATE ADAM D9Aug-2018- 1345 CT Abdomen LGHCTRem 1 LGH Med imagng  CT Abdomen w/ « wip
- 15Mnutes  09Aug-2018-1515 VALIDATE. ADAM  0%-Aug-2018- 1515 CT Abdomen LGHCT Fm 1 LGH Med imegng CT Abdomen w/' = win
15 Mrctes  (9Aug-2018 - 1545 VALIDATE, ADAM  05-Aug-2018- 1545 CT Abdomen  LGHCT R 1 LGH Med imagng  CT Abdomen w/ + wiip
-mmmm
15Mrutes  CiAug-2018- 1730 VALIDATE ADAM  0aug-2018- 1730 CT Abdomen LGHCT Rm | LGH Med imagrg CT&W"UM. i
15Mrndes  D9Aug-2012- 1815 VALIDATE ADAM  05Aug-2018-18.15 CT Abdomen  LGHCT Rm 1 LGH Med imagrg  CT Abdosen w/
16 Mendns  10-Ag-2012 - 0815 VALIDATE, ADAM 10820180815 T Mbdomen LGHCT Rem 1 LGH Med bmaging LT Al w/ = wis
1Moo A 2018- 1130 VALIDATE, ADAM 1042018 - 1130 CT Abdomen  LGHCT Fim 1 LGH Mod Inagng T Abdomen wi' = wita
15 Mrutes  10A0g- 2012 - 1518 VALIDATE ADAM  10Aug- 2018 - 1515 CT Abdomen LGHCTFRm1 LGH Med imagng CT Abdomen w/' + win
15 Mrutes  10Aug- 2012 - 1545 VALIDATE ADAM  10Aug2018 - 1545 CT Abdomen LGHCTFRm 1 LGH Med imagng CT Abdomen w/' + win
15 Mnutes  10:A0g-2012 - 1600  VALIDATE, ADAM  10-Aug-2018- 1600 CT Abdomen LGHCTAm 1 LGH Med imagng  CT Abdomen w/ = w/o
15Mrutes  10:A0g-2018- 17.30 VALIDATE. ADAM  10-Aug-2018- 1730 CTAbdomen LGHCT Fim 1 LGH Med Imagng  CT Abdomen w/ = wia = |
15 Mrtes  10-A0g-2018- 1815 VALIDATE ADAM  10:A0g-2018- 1815 CT Abdomen LGHCT Rm 1 LGH Med imagng  CT Abdomen w/ « wif
15 Mentes  13:A05-2018-00:15 VAUDATE ADAM 13-Awg-2018-00:15 CTAbdomen LGHCT R 1 LGH Mad nagrg  CT Abdomen wi' +
15 Mrutes  13:Aug-2018- 1130 VAUIDATE ADAM  13-Aug-2018- 1130 CT Abdomen LGHCT Rm 1 LGH Med imagng  CT Abdomen w/ « w/
15Mrutes 134020181515 VALIDATE ADAM  13Aug-2018- 1515 CT Abdomen LGHCT Rm 1 LGH Med imaging  CT Abdomen w/ = wit
16 Mendes 132018 - 1545 VALIDATE ADAM 134052018 - 1545 T Abdomens LGHCT Fim 1 LGH Med Inaging  CT Abiosmnn w/ » wis

&l
| Patiert Aovortmert Locsion  Apoictment Tyoe  Primary Order
= % VAUDATE, ADAM LGH Med imaging CT Aodomen
Suggest Criteria | Preferences
Nearber of supestions b retum ) 7
Humber of & e 3 £
Defsu tins ransge Lo 3 [
Sucotss i H | =
Acomutatin trrm variser! 0 & v
e I
[ Do ot allow mukiple secandary supgestions “
[ Fist vt vt secpamncing _.
(] Chapiy iy of waek et cigastens |
[ Opomize patert tme
] Retum mggessonain ruse rtenn |
|«

“IEN

L

NOTE: Please ensure you note the time/date of the appointment. Depending on your

clinic, you might have available appointments outside of the work day. Your calendar
may not be set up in a 24 time clock and you will not see the yellow unconfirmed

appointment.

Overriding a Time Slot

If you use Drag and Drop the exam into an area that is prescheduled for a different type of
procedure, A warning message, Slot Not Valid displays. Click Override if appropriate.

Slot Not Valid

Show comments dizlog only when required.

4 l\ MR ED/IP is not a valid slot for LGH MR Rm 1.

Cancel

Qwvemde

I l Guidelines...

You are required to enter an Override reason.
1. Select an Override Reason from the drop-down list and

2. Select OK.

| Slot Not Valid

Overide

*Ovemide Reason:

_Scheduling Emor

_Consert not Received
_Delay Treatment
__Order Modffication

T
I ‘Scheduling Emor

ble Foyioment

Unaval\ab\e Nurse
__Unavailable Provider
_Unavailable Staff
_Unavailable Technologist
'SM - Linking Appointmerts
SN - Scheduling Need

|_'SN - Scheduling PAC
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LN
—— NOTE: If the duration of the exam is longer than the duration of the slot or if the
offsets between multiple appointments don'’t fit into the slot you may receive
more than one override message.

Confirming an Appointment

Once the appointment moves to Pending (yellow) status in the scheduling grid (using any of the
above two methods), follow the below steps to Confirm and create a Pre-outpatient Encounter
for the appointment.

1. Click the button beside the WIP to confirm the appointment. The Confirm
window will display a summary of the appointment including any patient
preparations/instructions.

2. Click OK in the Confirm window.

Confirm ?
Name: VALlDATE’ ADAM BC PHN: 10760002141 Person Comments:
Preferred Name: MAN: 760002141 DOB: 15-Aug-1938 E Location: LGH 6E/6EL/05
Disease Aleri- None Process Alert:- Falls Risk Age: 79 Years Preferred Phone: (604) 123-4587
ISR )] VALIDATE, ADAM| Summary General | Rescurce View | Guidelines | Motification | Conversation Summaries | Mineraries | Locks | Eligibility | Bocking Motes
=4 CT Abdomen
& [l LeH Med Imagin || VAL IDATE, ADAM Med Rec Nbr: 760002141 &

LGHCTRm 1| Allergies:
VALIDATE, Al Allergies

09-Aug-2018 - 16:00 15 Minutes CT Abdomen LGH Med Imaging LGH CTRm 1

Orders:
CT Abdomen w/ + w/o Contrast

Preparations:
Your exam is booked at Lion's Gate Hospital - Medical Imaging Department.

Please arrive at the hospital 15 minutes before your scheduled appointment time (this is the time at the top of the page on the left), to
allow time to find parking and register In Medical Imaging.

Please bring your BC services card OR your CareCard with a government issued photo ID with you to your appointment. v
Options Print Print ABN.
< >
oo

The Encounter Selection window will open with the patient’s previous and current
encounters.

3. Click the button to create a new encounter for this appointment.
The Available Conversations window appears.

4. Select Pre-Register Outpatient. Then OK.
A Available Conversations

Please select the conversation pou wauld like o uze:

Pre-Fegister Dutpatient
Pre-Regizter Patient To & Bed

The External MPI window appears momentarily to ensure you have the most up-to-date
demographics on the patient. It will not find your patient in the Train environment. A pop-up
may occur telling you the patient already has an active encounter. Click OK.

The Pre-Register Outpatient window will appear for you to complete the pre- registration.
Only the Patient and Encounter Information tabs are necessary to complete a pre-
registration.
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5. If you are not in contact with the patient to confirm the information, leave the Pre-Reg
Pre-Heqg Status:
[nzomplete - ) ) ]
Status as Incomplete . If you are in contact with the patient to
verify all the information, update the Pre-Reg Status to Complete.
6. Verify the demographic information in the Patient Information tab on every visit.
ALERTS| Patient Information | Encounter Information | Insurance | Insurance Summary | Additional Contacts
7. Click on the Encounter Information tab.
8. Verify that the Building and Unit/Clinic are correct. In the Location section, the Facility is
auto-populated.
Location
Facility: Building: Init Cliric:
LGH Med Imaging LGH Med Imaging » LGH Med Imaging -

9. Inthe Current Encounter Information section, complete the mandatory fields as below:
Encounter Type: Pre-Outpatient
Medical Service: Medical Imaging

Encounter Type:
| v

Pre-Home Care

Pre-Outpatient in a Bed %

Pre-Outpatient OB
Pre-Outreach
Pre-Recuring

NOTE: The Reason for Visit carries over from the appointment.

The other fields are not mandatory on the Pre-outpatient Encounter.

NOTE: the Estimated Arrive Date and Time are auto-populated from appointment date
and time.

10. Click Complete to finish.
11. The Pre-Register Outpatient window displays. Verify and click OK.

Pre-Register Outpatient E

The following LGH Medical Imaging aliases have been assigned for VALIDATE,
ADAM:

Encounter Number: 7600000010038
Visit Id: 7600000010038

NOTE: Some exams will not require an encounter until check in. Refer to the help topic
on CIS Help (sentinel nodes, fine wires).
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5 Adding a Patient to a Request Queue

When a request for an exam requires protocolling and tracking it may need to be added to the
request queue before the appointment can be scheduled. Each exam modality and priority has
separate request queues. These are accessed from the Appointment Inquiry icon (eyeball)
located at the top of your screen and when ready, they can be scheduled directly from this area.

R FEFEe&F

In order to place patients on the request queues, follow the steps to book an appointment 1-14 in
section 1. Once your client is moved into the WIP you would normally schedule using Drag and

. . . Request
Drop or Suggest, but instead we will click the Request button to add to the
queue.

The Request to Book window opens and defaults to the Scheduling Criteria with the Request List
Selection. The Selected Request Lists box will automatically default with the Ml Modality Initial
Queue defaulted.

If you want to change the request list, you can select the Show All button below and use the
arrows to move your selection over. Find the list you want to default your patient to and click
OK. The patient will be removed from the WIP and will now be on that Request Queue for
scheduling at a later date.

We will learn more about Request Queues and how to schedule off of a request queue in
Scenario 4.

Request for Book ?
Name: VALIDATE, ADAM BC PHN: 10760002141 = Person Comments:

Preferred Name: MRN: 760002141 DOB: 15-Aug-1938 = Location: LGH 6E/6EL/DS

Disease Alert- None Process Alert: Falls Risk Age: 79 Years ired- Preferred Phone: (604) 123-4587

EY )] vALIDATE, ADAM| Scheduling Criteria | Summary | General | Details | Orders | Guidelines | Notification | Conversation Summaries | Eligibility | Booking Notes
<% US Breast
Appointment Date
(®) Requested date range: 08-Aug-2018 2w |07-Sep2018 2l
) Request in: From -Aug-2019
_____ e S

Appointment Time
s 0800 =1 1800

AM Only

Request List
Al request lits: Selected request lists

MI US Initial Queue

Set Defautt

[showal

% Practice

Using your outpatient on your training card,

1. Please book 3 separate commonly used appointments in your respective modality (XR,
CT, MR etc.). Use Drag and Drop to schedule one appointment. Then use the Suggest
method to schedule the second appointment. Add the third appointment to the modality
Initial queue.
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Blocking Schedules

There are times when you will need to block off a schedule so that appointments are not booked
into those times.

To block just a few slots, you can use the appointment type Blocked Time. When you have
confirmed it, the slot will turn grey and cannot be scheduled into.

1. Follow the steps (1 to 4) from Step 1 to go to the Appointment tab.

2. Select an Appointment Location from the drop-down list (NOTE: Skip the Person Name
field).

3. Select Blocked Time in the Appointment Type field.
4. Add any appropriate comments in the Comments field in the Accept Format Fields.
5. Click on the Move button to move the appointment to Work in Progress (WIP) area.

o= DA MBS e BRI SN T2 A IRRBF N4 cRIBRBDL %

Use either Drag & Drop or the Schedule button option to block the time on calendar.
Click Confirm to complete booking the Blocked Time appointment.

LN
—— NOTE: If you want to block multiple slots, click next to move another blocked slot into
the WIP until you have the correct number of slots in the WIP. Confirm each blocked
slot.
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B PATIENT SCENARIO 3

Learning Objectives

At the end of this Scenario, you will be able to:
Modify an Order within SchApptBook
Reschedule an appointment
Check In a patient
Cancel an Appointment

SCENARIO

This part of the course is a step by step guided introduction to making changes within SchApptBook.
You will be asked to accomplish a variety of tasks that are part of your daily workflow, and you will be
guided through them. Follow the guidelines included to move through the scenario.
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& Activity 3.1 — Modifying Appointment Information, Order Details

1

and Patient Information

Modifying Information

There are three different types of modifications that can be made. You can modify Appointment
information such as the Referring Provider, Referral Received Date, Reason for Visit, and Special
Instructions, etc.

You can also modify the Order as long as it stays within the same modality. As you learned in
Activity 1.4, if you must change modalities, you will have to cancel the appointment or order in the
Request Queue and reorder it either via DOE or SchApptBook.

You can also modify Patient information such as their Date of Birth, Last Name, and Phone
Number, etc.

Modifying the Appointment Information
1. Right-click the appointment, select Actions, and then Modify.

Confirm...
2018 , Appointment | Modify. [y |
August » Person name: Reschedule
Mo Tu We Th Fr 5a | Hold...
o1 o2 3 4 | Cancel...
. ) .
B 7 9 10 11 Appointment location: No Show..
12 14 15 16 17 18 |LGH Med Imaging
Check In...
20 N1 22 23 24 B * intment type:
Epporiment ype Check Out...
2F 28 29 30 N1 | i
3 4 5 I3 7 g Patient Seen...
Batch Reschedule...

Request 4
Verify...
e e E e Reorder ...
Group Session 3
Link... 2
Actions Unlink...

Add New Appointment

"""""""""""""""""""" MNavigation 3

Inguiny b

2. The Modify window will pop up allowing you to make any changes.

Name: VALIDATE, ADAM BC PHN: 10760002141 Pereon Commente:

MRN: 760002141 DOB: 15-Aug-1938 = Location: LGH 6E/6EL/05

Process Alert: Falls Risk Age: 79 Years Prefemred Phone: (604) 1234587

=% General |Summalyi Details i Orders I Guidelines | MNotification | C ion St i | Iti I Locks I Booking N.otsl
- MR Pelvis Vody mason:
| v
Comments
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3. Click the Details tab to make changes to the appointment information.

General Summaryl Details IOrders Guidelines | Motification | Conversation Surmaries | Itineraries | Locks | Booking MNotes

*Drdering Priority: -

Routine W
*2GFR Results Been Received?:

Yes v
*Request Received Date/Time:

08-Aug-2018 = w143 =

MI Timed Duration:

30

LNl NN

~_* NOTE: Itis not possible to modify the Appointment Type, Location, or Patient Name.
—— These changes will require the apppointment to be rescheduled.

4. You can type in any additions you need or delete information, then click OK to save.

Modifying the Order

To modify the order (i.e., the Radiologist asked for the order to be changed to expand the view or
select a more specific exam), click on the Orders tab.

General | Summary | Details I Orders I Guidelines | Motification | Conversation Summaries | Itineraries | Locks | Booking Notes

VALIDATE, ADAM *Requested Start Date/Time: ~
08-Aug-2018 : w 0945 :
MR Pelvis wy Contrast
*Priarity:
Routine W

*Reason for Bxam:

pain

*M| Assigned Priority:

P3 v
Optional | Seanch | Existing Orders | Privileges | ADS | Required Request Received Date/Time:
DBAug-2018 1] 143 =

MR Pelviz w/ + w0 Contrast
MRI Pelvis w/ Contrast Special Instructions / Notes to Scheduler:

MR Pelvis w/o Contrast

Provider Callback Mumber:

1. You can see options in the Optional window below. You can find your new exam there and
double-click to replace the exam. Once the exam moves to the working window. You must
select a new MI Assigned Priority for the new exam.

—— NOTE: If you do not see the exam you need in the Optional tab, you can select Search
and find your order within the same modality this way.
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2. Right-click the old exam and select Cancel and add a Cancel Reason for the first exam.

General | Summary | Details | Orders | Guidelines | Motification | Conversation Summaries | Itineraries | Locks | Booking Motes

CSTBUILDMI, TESTSCHEDULING *Cancel Reason:

I

US Hip Left
US Hip Bilateral

Optional | Search | Bsting Orders | Privieges | A0S | Required

LS Hip Bilateral
US Hip Left
US Hip Right

cos

Modifying Patient Information
To modify patient information, you will need to highlight that person’s appointment,
1. Right-click, go to Person, and select Modify Person.

Actions v

A R View P
Add New Appointment lew Person

Book Request Modify Pon..‘
Ferson Loniments...

T Confirm Request e
-------------------- Remove Request Wiew Encounter... R R
"""""""""" Recur Appointment Add Encounter... I

Medify Encounter...

Mavigation 3
Encounter Comments...
Inquiry 4 View All Encounters...
Report 3
Allergies...
Applications 4 Post Encounter Payment...
Person 3 Post Guarantor Payment..,
Slots L
Resources 3
Book Settings 3

Select Facility Name in the Organization window. The EMPI window briefly launches.

On your screen you will see the system loading patient information, and opening the
Modify conversation. When the Add Person window opens, you can make any changes
that are required.
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ol
Medical Record Mumber. Last Name: First Mame: Middle Mame: Prefermed Mame: Previous Last Name:
[760002141 | [vaLDATE | [apamM | | | [walidate |
Haiden Name: Date of Birth: Birth Time: Age: Gender: BCPHM
| ALERTS| Patient Information | Insurance | Addiional Contacts|
-
(— Address and Contact Information
Address Information Previous Addr - Clear [c): Hailing Addr - Clear [c] Temporany/Secondary Addr - Clear [c]
v]
Permanent Address: Previous Address: Hailing Address (I different from Pemmanent]:  Temporary/Secondary Address:
2142 West Broadway Add Addiess. Add Address. Add Addiess.
Wancouwer, British Columbia WER 2L3
Canada
Prefened Phone: Horme Phone MNumber: Mabile Phone Mumber: “wiork Phone Number. ‘wiork Extension: Alternate Phone Mumber:
|Home Phors Humber || (60411234587 RE RRE | 0
Email Address:
| Personal Information
Marital Status: Religion: Interpreter Required: Languags: “|P - Person Level
‘[ vl P vl v
Primary Care Provider [PCF]
Trair, General edicine
| — PN e
Ready TO783 TRAIN.RADCLERKT 08-4ug-2018 1452

4. After you have made your changes, click Complete to save.
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3 Activity 3.2 — Rescheduling a Patient’s Appointment

1

Rescheduling a Patient

There are multiple methods for rescheduling an appointment.

1. Right-click on the appointment within an Appointment Inquiry.

2. Drag-and-Drop into WIP.

Right-click on the appointment within an Appointment Inquiry

Open the Schedule Inquiry window by clicking on the eyeball icon in the Toolbar. =

Search by the patient name using a Person Inquiry - Person Schedule Inquiry — Standard

Select the Inquiry type of your choice, fill out the appropriate search criteria and press the

FIND button.

4. Highlight the appointment you wish to reschedule, right-click and choose Reschedule.

I Person IRESDWCE Location | Request List BEG DATE DURATICN STATE  APPTTYPE REQ DOCTOR RESOURCE
08-Aug-2018 - 08:20 30 Confimed  US Inpatient LGH US Rm 1
Inquiry: 08-Aug-2018 - 09:15 15 Confirmed  CT Inpatient LGHCT Fm 1
Porson Schae nqury - tandars o || | T o I e — e e————
09-Aug-2018 - 16:00 15 Corfimed  CT Abdomen Confirm...
Person:
Contact...
WALIDATE, ADAM
Maodify...
Start date: Start time Reschedule
02-4ug-2018) = || | 0000 - Held... .:
End date: End time Cancel...
xxxxx g [y (2385 - Me Show...
Check In...
Cherl Ot

5. The Future Requests/Appointments window may display. Press OK to move to the next

step.

6. The Existing Encounter warning may display if your appointment currently has an active
encounter associated. Press the YES button to retain the encounter association.

Existing Encounter

The MR Pelvis is cumently associated t-:-[% active encounter. Would you lilke to
! % retain this association?

Show comments dialog only when required.

No fes Guidelines...

7. The Appointment Attributes window will display. Press the OK button within this window.

Make sure there is only one order in the top window.

8. The appointment information will now display within the WIP.

Work in progress:

=% VALIDATE, ADAM
-5 MR Pelvis
Reschedule
E| Current Schedule
-l LGH Med Imaging
..... <2 LGH MR Rms w/ Con Enterography
" =E2 Patient

Schedule
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9. From this point, you will find a new available appointment time using one of the methods
previously described. Find a new appointment time and press the Confirm button. The
Confirmation window will display. Press the OK button.

10. The Reschedule window will display. Select a reason from the dropdown and press the
OK button.

*Reason:

_Auto Discharge A
_Cancellation List Booking

_Care Transfer

_Consert not Recsived

_Delay Treatment

Incomplete Prep
Incomplete Requistion

Job Action

Leave of Absence

No Show

Order Contraindicated
Order Modification

Patient Admitted to Hospital
Patient Discharged

Patient Left Before Seen
Patient Pregnancy Status Unknown =
Patient Refused
Patient Requested
Patient Unable to Tolerate &
Patient Watted Too Long
Provider Request
_Scheduling Emor
_Surgery Rescheduled
_Template Change
Translator Required “
Unavailable Equipment

Unavailable Murse

Unavailable Patient

Unavailahle Provider [¥]

11. Your appointment will now appear in a Confirmed status in the new appointment time and
the previous appointment time will be removed.

LN

NOTE: The attached encounter will be updated with the new date and time.

Drag-and-Drop into WIP
1. To reschedule an appointment Drag & Drop into the appointment into the WIP.

PRI | oo | tororemer O

- - =) VALIDATE. ADAM
g gzt 0 i Meve ¥ % MR Pebvs
u Me Tu We Th h 52 Frsl Awalable Appcintmaent Decined - 1 T Peschedila
] U B I Nt &

v &80 Current Schedule

5 & r[w| 8 ow on — e i [l LGH Med Imaging
E I T O [ AR T IR R s LGH MR B i Com Entercgraphy
s m oM @ oM oM o i 3 Patient
SO leslation ideritfied By Patert Provder?

4018 - LGGH MR Fims w/ Con Entesngraphy
LGH MR Rm 1

2. From the WIP, continue to reschedule the appointment as previously shown.
L

—— NOTE: You can also use this function if you need to un-check in an appointment that
was checked in incorrectly.
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Checking-in appointments activates the order and assigns an accession number so that the exam
can be started in RadNet. This is also a good way to keep track of patients who have shown up

for their appointments and those who have not.

There are multiple options for Checking-In appointments, however the following is the one you will

use most often:

Right-click on the appointment within the scheduling grid area

1. Right-click the appointment you want to check in, select Actions then Check In.

CheckIn...

Check Out...

Patient Seen...

Batch Reschedule...

LGH NM Inj Rm 1
hck - Octreotide QC

Request

Verify...
Med Mec Check...

Lock...
Unlock...

Shuffle...

Swap Resources...

Reorder ...
Group Session

Link...
Unlink...

LGH NI

et Mode Scan

Add Mew Appointment
Book Request

Confirm Request
Remove Request

Recur Appeintment

Navigation r

ow

HM I

F‘I

2. The Check In window will display, click OK.

3. Select Register Outpatient from the drop-down list and click OK.

@

Prefermed Hame:

s At Neswn

| = #3 VALIDATE, ADAM
w4 NM Bane Marcw |

Name: VALIDATE, ADAM

MFN: 760002141

Prieesn Mboat Faalln Hink

[

DE-Aug-2018

Trackang locatien

<hora>

Check In
BC PHN- 10760002141

DOB: 15-Aug-1930

Age: T3 Ywars

=

|Faﬂeanme Ere Tipe
VALIDATE, ADAM  FreOutpatert

It Hegared

T

1535

Person Commerts:
Location: LGH GE/BELADS

Prodwrod Phone: (BM) 1734587

Genecal | Summary | Detsits | Orders | Guideines | Notification | Conversation Summaties | Rinersries | Locks | Bligibdity | Backing Notes

Feguest informaton
Medcsl record meauested
Seatis of medical recond reauest

L
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The EMPI will search for the patient. Click OK.
The Register Outpatient Conversation window opens.

All the available mandatory fields will display in yellow. In order to Check-In a patient
for an appointment, a full registration of the patient information is needed.

7. In the Encounter Information tab select Outpatient for Encounter Type and complete
the rest of the mandatory fields.

ALERTS | Patient Infarmation|  Encounter Information | [nsurance | Insurance Summary | Additional Cantacts

Encounter Type: M edical 5 ervice: Reason for Visit: Refenal Sournce: Arival by Ambulance: Source of 1D:
w || Medical Imaging | | pain w v w

— Locaon

Facility: Building: Unit/Cliic: Patient Accom Requested: Accom Form Signed: |solation Precautions:

LGH Med Imaging LGH Med Imaging w | |LGH Med Imaging w w v v
I— LCare Providers
Altending Provider: Primary Care Provider [FCP). PCP Werified?: Refering Pravider:
| Train, GeneralMedicine-Pt |74 - Q

8. Complete the Insurance tab by adding an Insured Resident, No Accident Related
Visit and MSP for Health Plan, see card.

9. Click Complete. If you missed any mandatory fields it will take you to the missed field.
]

R LGH NM |
07-40/(3 NM MPI Rest Inj

07-45

o7-50| (e

07-55

08-00[74 ‘s NM MP| Rest Inj

=

The appointment is now in a Checked In status and the appointment will turn green in the
Scheduling Appointment book.

“ NOTE: The Outpatient Encounter Types will be automatically discharged (auto-

—— discharged) by the system. The auto-discharge will occur one day after the registration
date, and will be backdated to 23:59 on the registration date.
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3 Activity 3.4 — Mark a No Show and Cancel an Appointment

1

Mark an Exam as a No Show

Mark a patient as No-Show if they do not show up for their appointment. This will put them back
on the request queue and save you from having to re-enter all of the appointment and encounter

information you have already created.
1. Right-click on the patient select Actions and then No Show.

i = W= S R —

Confirm...

Contact..,
Modify...

il 1
7 g
14 15
a2
e |
4 5

S5u Mo Tu We Th Fr Sa

2018 3

January 3

2 3 4 5 B
9 10 11 kS 13
16 17 18 13 20
i Il S R ST
Je 1 i 1 2 3

Books | Appointm

*Appointment type:

Appointment location|

(I

Person name

11:20

. . . . s

11-25)

LGH XR Rm 5|

XR Any

Actions

Reschedule

Hold...

Cancel..,

Mo Show...

CheckIn...
Check Out...

Patient Seen...

Batch Reschedule...

Request

Verify...

Med Mec Check...
Lock...

Unlock...

Shuffle...
Swap Resources..,

Reorder ...
Group Session

Link...
Unlink...

Add New Appointment

A No-Show window will appear.

2. Select the number of No Shows for the patient under Scheduling No Show # (e.g. If this is

their first time No Show-ing, select 1).

| fa)

| B Mo Show

Name: CSTPRODMI, TESTCASTCLINIC

MRN: 700002583

Age: 37 Years

| ot | |

-@ XRAny

=-#3 CSTPRODMYI, TESTCAST]|

General | Summary | Details | Orders | Guidelines |

—
7

DOB: 22-Feb-1980

Sex: Male

#Scheduling Mo Show #:

Person Name

Enc Type

CSTPRODMI, TESTCASTCLINIC Pre-Outpatiert

View Modify ] I Caneel Enc
Ll m r

s " TRANSFORMATIOMAL
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3. Click on the Orders tab and select the Cancel Reason as Patient No Show.
Click OK and the patient’s timeslot will appear in grey.

[

| Mo Show

Name: CSTPRODMI, TESTCASTCLINIC

MRAH: 700002503

Age. 37 Yems

W3 CSTPRODML 1ESTCAST | General | Summary | Detabs | Ovders | Guidimes, | Motibcetion | Conversetion Summanes | Rineanes | Locks | Booking Notes

2% ¥R Any

DO8: 22 Fah- 1980 ]

Sex Male

CSTPRODMI TESTCASTCLINKG

¥R Caleaneus Left

| enonst | Search | Sxsting Ceders | Privieges | 405 - | Fegured

XA Boren 2 Views

R Hdsrnen 2 Views and Chost | View
R Adsmen Srgle View

MR Acromodawculsr Jort Blstersd
R Aeremincivvesdar doit Lok

SR Acremiocividar Jont Right

XH Aride Bisteral

HR Arkde Lell

[ #Eancrd Frasen

o ||
| | Paert Ho Shaw

| Coer
| Deugebergy bierartion
| Deug-Deug Irteraction
| Dugicate Onder
| Boam Removed
| Exsen Heptacnd
| Mo Lorger Medecaly Indecated
| terme Angues
1| | e e
| | | Patiant Diachorged
| Patent Exred
| Pt Mot fovattable:

| Patient Refimed

| Patierd Unsabile L Tolerate Fucedus
| Provider Request

| Syatem Cancel

| Wisng Encourter

| Wrorg Patient

| Wiang Request Dete/ Time

Cancelling an Appointment

Right-click on the appointment within the Appointment Inquiry

1.

To cancel an appointment from an Inquiry, first open the Schedule Inquiry window by

clicking on the eyeball icon in the Toolbar. =

Use one of the many available Inquiries to find the appointment:

e Search by the patient name using a Person Inquiry - Person Schedule Inquiry —

Standard

Select the Inquiry type of your choice, fill out the appropriate search criteria and press

the Find button.

Highlight the appointment you wish to cancel, right-click and choose Cancel.

Person | Rescurce | Location | Request List

Inguiry:
Person Schedule Inguiny - Standard W

Person:
WALIDATE, ADAM

Start date: Start time:
08-4ug-201¢) == |+ | |0000 =
End date End time:
xxxxxxxxxxx : v | | 2385 :

BEG DATE DURATION STATE
08-Aug-2018 - 08:00 10 Checked In
08-Aug-2018 - 08:20 30 Corfimed
08-Aug-2018-09:15 15 Corfimmed
08-Aug-2018 - 09:45 30 Rescheduled

APPT TYPE REQ DOCTOR F
NM Bone Mamow Inj

1
US Inpatient L
1
|

CT Inpatient
MR Pelvis

[08-A,0-2018 10:35130 | Cortimed _|

09-Aug-2018 - 16:00 15 Corfimed

B

Confirm...
Contact...
Modify...
Reschedule

Haold...

Mo Show...

5. The Cancellation window will display. Select an appropriate reason in the Cancel

Reason drop-down and press OK.
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General | Summary | Details | Orders | Guidelines | Notification | C ion S ies | Itineraries | Locks | Booking Notes |

*Cancel reason:

_Provider Request n

Comments

Person Name Enc Type
WALIDATE, ADAM  Inpatient

View ‘ | Modify | | Cancel Enc |

I

The appointment is now in a cancelled state. If there is an order associated to the
appointment, the order will get auto-cancelled.

Discharge the Encounter

The next step is to Cancel or Discharge the encounter which is covered in Registration’s
Foundation training.
LY

—— NOTE: Cancel the encounter if there are no orders/documents associated with it and
discharge the encounter if there are orders /documents associated with it.

Right-click on the appointment within the scheduling grid area
You may also cancel appointments directly within the grid area. To accomplish this,
1. Right-click on the appointment; click Actions, then Cancel.

L] HUgOE F
Su Mo Tu We Th Fr Sa Hald... JE—
29 W 2 3 4 | L_cancel.. s |
5 & 7 3 10 1 5 i Mo Show...
n 3
1213 14 16 17 18 = n Check In..
19 20 2 22 23 24 5 z z Check Out..
2B 27 2 29 30 3 1 - - ]
Patient Seen...
2 3 4 5 & 7 8 [
Batch Reschedule...

Request r

Verify...
Med Nec Check...

Link...
Unlink...

=
B
=

Actions

n

Add New Appointment

Book Request

g

2. The Cancellation window will display. Follow the steps (4 to 6) from Appointment
Cancellation Option 1 to complete cancelling an appointment.
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% Practice:

Please use your 3 pre-booked exams to practice the following:
1. Practice modifying your patient’s appointment information and modifying the order itself.
2. Reschedule the patient for the next day.
3. Check-in the patient from the second appointment.
4. Cancel their appointment.

Key Learning Points

When you want to modify an exam in the request queue list that changes the modality, it is
mandatory to cancel the exam and schedule under the new appointment type.). When you
move a request from one queue to another, it does not automatically remove it from the prior
queue.

The scheduling window using suggested timeslots has customizable preferences. You can
attend to patient’s scheduling needs by customizing the search for a slot based on the
parameters the patient may have. The system will suggest timeslots that correspond to those
parameters

Required order/scheduling details must be filled in before you can place/ schedule an order.
When you reschedule an appointment, keep the same encounter for the new date and time

If you schedule an appointment incorrectly, please see the QRG on how to resolve this issue.
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B PATIENT SCENARIO 4

Learning Objectives

At the end of this Scenario, you will be able to:
Modify appointments Request Queues location
Scheduling appointments from the Request Queue

SCENARIO

This part of the course is a step by step guided introduction to Request Queue in SchApptBook. You
will be asked to accomplish tasks that may be part of your daily workflow, and you will be guided
through them. You check the queue as a part of your daily tasks and begin to schedule one of the
appointments for your patient. Follow the guidelines included to move through the scenario.

62 | 81



3 Activity 4.1 — Request Queues

In Activity 2.1 box 5, we added a patient to a Request Queue. Now we will learn how to move

patients between queues and schedule an appointment from the Request Queue.

g
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Orders that come in as a Future Order (excluding most of XR) land in the respective modality
Initial Request Queue. Requests can either be scheduled directly from the Initial Queue or can

be moved to another Request Queue.

1 Moving between Request Queues

To move the exam between Request Queues, from SchAppBook, select the Request List

Inquiry Icon in the top toolbar.

This will take you into the Request List where you can select the appropriate Queue and location

to work from.

Request List

Inquiry:
Request List by Location

Request List Queues:

Location type:
Ambulatoryis)

Location:
LGH Med Imaging

2 To move a patient between Queues after they have been assigned a priority, there are two tasks

you must complete:

Use the outpatient that was added to the Initial Queue from Activity 2. Their new assigned

Priority is P2. You need to move them to the Modality P2 Queue.

1. Right-click your patient and select Modify.
2. Open the Orders tab and change their MI Assigned Priority from Unassigned to P2.

Genersl | Summary | Detals [ Orders [Guideines | Notification | Conversation Summaries | ineraries | Locks | Bocking Notes
VALIDATE, ADAM WReumbed Sal Uatey Time. ~
00402010 =10
MEd Pelvis w/ Contrast
Pty
Routre
Resson for B
pain
| Aesigried Priosty
] Tl
Fi
Dol | S | i G [ 05 TR m
r F4
MR Pebva e/ o wis Cartrast Pasaarch
MR e w/ Contrast Timed Febowm
MR Prien w/o Contrast Unsssignend
Fregnat
=
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Modify the actual request to move them to a different queue.
1. Right-click the patient and select Modify Request.

s " TRANSFORMATIOMAL

LEARNING

Priority ~ Received Date  Reguested Date

Action  MRN Person Mame Appointment Type  Order
MITECH. MICHAEL | CT Abdomen CT Abdomen wio Contrasel iz Lis oot - (800
Confirm...
Contact...
Maodify...
Reschedule
Hold...
Cancel...

Add New Appointment

—Complate Baguact
| Madify Request... | |
g

Encounter Type  Reason for Bxa

Qupatiert

The Modify Request window opens into the Request List tab. You will see your patient on your

modality’s Initial Queue in the Selected Request List.

iz Alert- Falls ... Age: B0 Years Interpreter Required:  Prefermed Phone: (6.

Request List | General | Requested Action Details | Scheduiing Criteria | Notficatiof|

Selected Request List:
MICT Initial Queue

All Request Lists:

Wattlist ~
Wattlist by Provider

MI BD Initial Queue =
MICT P1
MICT P2

MICT P2
£ >

e Commnnl

In the left box titled All Requests List are the other requests lists you are able to select from.
2. Move your patient to the new list by clicking and using the arrows to move it to the

Selected Request List.

3. Move your patient off the current list by moving them off the Initial Queue using the arrow.

4. Click OK to save.
[l

Name: MITECH, MICHAEL  BC PHN: 9860002006 Gender: Male
Lﬂ'm
Interpreter Required: Preferred Phone: (6.

Person Comments:

Preferred Mame: MRN: 760002006 DOB: 13-Aug-1938 Lecation: LGH BE/6. ..

Dizease Alert: None Process Alert: Falls ... Age: 80 Years

=83 MITECH, MICHAEL Request List | General | Requested Action Details | Scheduling Citeria | Notication |

<% CT Abdomen (Book)

Al Request Lists:
Waitlist by Provider
MI BD Initial Queus
MICT P1

MICT P3

MICT P4

MIFC Initizl (neos
<

Selected Request List:

Your patient will now be moved off the Initial Queue and into the P2 Request Queue.
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2 Activity 4.2 — Scheduling from a Request Queue

1 Schedule from a Request Queue

Now that the patient has been protocolled and put on the correct P2 Request Queue, the
appointment can be scheduled.

1. Right-click on the patient’s name in the Request Queue and select Schedule.

Action  MRMN Person Mame Appointment Type  Order Priority  Receive

[Book_| 740001723 | CSTEDHONG, OUTPATIENT | CT auine |

Confirm...

Contact...
Modify...
Reschedule
Hold...
Cancel...

Mo Show..,
CheckIn...
Check Out...

Patient Seen...

Batch Reschedule
Group Info...

Verify...

Med Nec Check...
Lock...

Unlock...

Add New Appointment

< Complete Request.., >

1 ltem BOTY Meodify Request... 2018 1551
Move Request...

Cancel Request...

Schedule

\nqul-ry 3

Motifications...

Superbill...

2. Appointment Guidelines will appear. Read through these and then click OK.

3. The Appointment Attributes window will appear with yellow mandatory fields. Complete
these as per your modality.

4. SchApptBook will open and the patient will be in the WIP.
5. Schedule your patient using the Suggest and confirm their appointment.
6. Ensure you select Add Enc to create a Pre-Register Outpatient encounter.

Key Learning Points

When you move a request from one queue to another, it does not automatically remove it from
the prior queue.

Right-click the order from the queue to schedule an appointment.
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B PATIENT SCENARIO 5

Learning Objectives

At the end of this Scenario, you will be able to:
Schedule a Multi-modality appointment
Schedule an appointment that crosses departments

SCENARIO

In the following two activities you will need to schedule a series of different types of Nuclear
Medicine appointments. The appointments will be scheduled on the same patient, and you
will be able to build on previously acquired knowledge in accomplishing the tasks.
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3 Activity 5.1 — Schedule a MultiModality Appointment

1

Book a Multimodality Appointment

Use the same patient. Click the Appointment tab to start booking a NM CSF Leak/IR Lumbar
Puncture at LGH Med Imaging department.

1. Complete the Appointment details with the information given.
Books | Appointment

*Person name: 2 Move B
VALIDATE, ADAM

Mext
*Appaointment location:

Clear

LGH Med Imaging

MM CSF Leak/IR Lumbar Puncture

2. Move your patient into the WIP.

The Appointment Guidelines window will open. This explains the procedure necessary to
select the appropriate RF Injection order before scheduling.

3. Click Close.

Appointment Guidelines ?

[LGH Med Imaging] - VALIDATE, ADAM

AllMM Bm 1 and 2 components in the protocol MUST be scheduled in the same NM room. Also, 1and 2 day MPI Rest and
Phamaceutical/ Treadmill orders MUST be scheduled in the same NM room.

Consult with NM Supervisor before scheduling, rescheduling and canceling to coordinate advance ordering and canceling of
radiophamaceutical.

Mter printing b;[e summary page, highlight the NM telephone number in the patient preparations (2 or more booking phone

numbers will be listed).

The Appointment Attributes window opens

Highlight the NM CSF Inj/IR Lumbar Puncture.
Ensure you are open to the Orders tab.

Fill out any yellow mandatory fields.

Click OK.

> wbn e

NOTE: You may have to add more detailed orders from the Optional/Search window
depending on the exam
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ed Imaging L
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Appointment Attributes ?
Details | Orders = Resource List | Guidelines | Appointment | Eligibility
VALIDATE, ADAM *Requested Start Date/Time: ~
09-4ug-2018 w1347 =
IR Lurnbar Puncture Pror
NM CSF Leak rorty
Routine w
*Reason for Bam
csf leak
*Patiert taking Anticoagularts / Artiplatelsts?
v
Special Instructions / Motes to Scheduler:
Optional | Search | Bwsting Orders | Privileges | ADS | Required
Provider Callback Number:
Pregnant:
v
Special Handling
v
e
v
OK Cancel

3  Your patient is in the WIP area. The appointment appears with all the rooms listed and is ready to

be scheduled.

1. Click the Suggest button to find an appointment for your patient.
2. The Suggested Schedules window opens with all the necessary components pre-

selected.

3. Change your Suggest Criteria as necessary and click Suggest to populate potential

appointments i
4. Click OK.

n both the NM and RF rooms.

Suggested Schedules

Patient
El & ® VALIDATE. ADAM
@ VALIDATE, ADAM
<% VALIDATE, ADAM
% VALIDATE, ADAM
<% VALIDATE, ADAM

Appointment Location  Appointment Type

LGH Med Imaging NM CSF Leak/IR Lumbar Puncture
LGH Med Imaging MM CSF Irj/IR Lumbar Puncturs

LGH Med Imaging NM CSF Leak 4 Hr
LGH Med Imaging MM CSF Leak 24 Hr
LGH Med Imaging NM CSF Leak 48 Hr

NMCSF Leak  09-Aug-2018 - 07:00

Primary Order ~ Scheduled Date/Time  Patient Duration

1 Hour(s)
1 Hour(s)

Suggest Criteria | Preferences

Pat Dur Pat Date/Time Person  Appt Date/Time  Appt Type Resource  Appt Loc  Primary Order

Appointment Date
(®) Date range: 0%:4ug-2018 = v 30ct2m8 =7
O Schedule in ]| Days From: 034ug:2018 =
(7 Date restrictions: Next 2 Days
b | e i | | ECSINCTE
Appointment Time
(®) Time rangs: 0800 > 238
() Time: restrictions: AM Only

Schedule as visit within day

Overide suggested date and time

Schedule multiple persons to mixed Group Sessions

Next Next Day Clear Select 0K Cancel

5. You will return to the WIP window and confirm your appointments.
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:\ NOTE: To see the times and rooms make sure that the rooms are expanded
~ by clicking the + sign.

6. The Summary of Appointments window will open. Once you have reviewed it, click OK.

The Encounter Selection window opens.

7. Click Add Enc to create a new pre-recurring encounter for this appointment. Associate
the same encounter with each component of the scheduled appointment.
=\ NOTE: If the patient has an active inpatient or emergency encounter, ensure to
~ choose that encounter, if it will be performed on that encounter.

Encounter Number  Enc Type Disch Date  Admit Type Facility Murse Unit Encourter Prsnl Provider Name

7600000002141 | inpatient | | [ LGH LionsGate | LGH 6E

7600000010038 Pre-Recuring LGH Med Imaging LGH Med Imaging

8. Check the RF and the NM books on the appropriate dates to see the appointments.

‘ 2018 3 Books | Appointment | 2018 Books Appoil\lment‘ |
3 G L Bookshelf - LGH Medical Imaglng Bookshelf . Au

qust »
Su Mo Tu We Th Fr Sa N e Su Mo Ta We Th Fr Sa Bookshelf - L(‘H Medlcal Imaglng Bookshelf
Howmoa o1 2 3 o4 S
s 65 7 8 E -, cooowoo1 23 4
2 13 14 15 8 18 5 6 7 8[alwm om

12 13 14 15 16 17 18
1 20 A 2 23 24 XK

® 7 nEfw n o

2 3 4 5 & 7 8

19 0 21 2 2 24 %

® 7 nERwn a1

2 3 4 5 3 7 8

LGH WR Baok

LGH RF Rm 2
M Inj R LGH NM Inj Rm 2
10:10(U] | [NM Sent I
- 10:15|{NM Bone In
09:45|[RF UGI/FT ED/IP. T ‘
= 10:25|
0955
10-00|( RF Chest/Lumbar Puncture 10-30|
10:05) 10:35)
10-10) 10-40)
10:15| 10:45|
1029 1050,
10:25| L | e
10:30|{ £€: —
1035 e
10-40| 11:05]
10:45 11-10)
10:50 11:15)
1055 11:20
L 11:25)
— 11-30[(NM
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3 Activity 5.2 — Scheduling a Recurring Appointment Across
Departments

Now let’'s book a NM MPI Rest and Treadmill 1 Day for your outpatient.
1 1. Click on the Appointment tab and complete the mandatory fields for this exam.
2. Click Move to bring your patient into the WIP.

:\ NOTE: If you type NM and the ellipses beside appointment type, more NM exams will
~ populate.

3. Fill out mandatory information in the Appointment Attributes window. Click on NM MPI
Stress Injection 1 day/ Card which has two components (2). One of these is a NM
order (NM Myocardial Perfusion Treadmill), while the other is a Cardiology order
(Graded Exercise Test) (2). Because the Graded exercise order belongs to a different
department, the reason for procedure (3) in this case is a drop-down menu to choose
from, unlike the MI procedures reasons that are free text.

Appointment Attributes ? “

VALIDATE, ADAM Details
% NM MP| Rest and Treadmill 1 Da;
2l LGH Med Imaging

<% NM MP! Rest Inj 1 Day

Orders | ResourceList | Guidelines | Appointment | Eligibility

VALIDATE, ADAM *Requested Start Date/Time:

O MR R 03-Aug 2018 211358
S "R P Sress Inj 1 Day/ Graded Exercise Test Prorty
| T NM WMyocardial Perfusion Treadmill
Routine "
*FReason for Procedurs (multsclect)
v
D HE
Patient has Pacemaker:
Optional | Search | Bxsting Orders | Privieges | A0S | Required No

Patient has ICD:
No

ICD Shock Zone (n BPM):

Patient on Oral Anticoagulants:
No

Order for future visit v

4. Select a Reason for Procedure to proceed with the appointment booking. Click OK. You
can click other for the NM MPI reason for procedure.

*Heason for Procedure {multiselect):

— v
Chest Pain

Arythmial(g) 3
Cardiac Rehab Assessment
Dyspnea or Shortness of Breath
Palpitations

Pre-operative evaluation
Pre-Transplant Assessment
Syncope or Presyncope

Post Procedure

Post Operative

Functional Capacity

Cther (please specify)
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5. Click Suggest to find an appointment for the patient.

&l x
Patient Appointment Location  Appointmert Type Primary Order Scheduled Date/Time  Patient Duration
Bl % <& VALIDATE. ADAM LGHMedImaging  NM MPI Rest and Treadmil 1 Day
<G VALIDATE, ADAM  LGH Med Imaging NM MPI Rest Inj 1 Day NM Myocardial Perfusion Rest
<% VALIDATE, ADAM  LGH Med Imaging NM MPI Rest Scan
<% VALIDATE. ADAM  LGH Med Imaging NM MP| Stress Inj 1 Day/Card Graded Exercise NM Myocardial Perfusion Treadmil
<G VALIDATE. ADAM  LGH Med Imaging NM MPI Stress Scan
Suggest Criteria | Preferences Pat Dur Pat Date/Time Person fppt Date/Time  Appt Type Resource A
Appoiriment Date = *’*I_
[ [14Ag2018-0910 | VAUDATE. ADAM | 14-A4ig2018-0910 | NMMPIResiScn |
@ Daterange [oamas 5w [resweams  |E[¥] [ [veAug20is- 1000 [VAIDATE, ADAM [Té/uc 20181000 | N 3 Grsied B
Ostmtbn  [E] (B ] e [BEOETE 2 [ g i [VADATE Aown A P S
= 2 =l . 3Hourls) 20 Minutes  14-Aug-2018 - 08:10  VALIDATE, ADAM  14-Aug-2018-08:10  NM MP! Rest Inj 1 Day LGH NM
(O Date restrictions Next 2 Days 14-ug20128-09.10 VALIDATE.ADAM 14-Aug-2018-09:10  NM MPI Rest Scan LGH NM
14-Aug-2018-10.00 VALIDATE, ADAM  14-Aug-2018- 1000 NM MPI Stress Inj 1 Day/Card Gradsd Exerciss  LGH Can
Mon Wed 14-Aug-2018-11:10 VALIDATE.ADAM 14-Aug-2018-11:10  NM MPI Stress Scan LGH NM
El % 3Hourks) 30 Minuies  15-Aug-2012-08.00 VALIDATE, ADAM 15-Aug2018-08.00  NM MF! Rest Inj 1 Day LGH NM
) 15-Aug-2018-09.10 VALIDATE, ADAM 15-Aug-2018-0910  NM MPI Rest Scan LGH NM
Appoirtment Time 15-Aug-2018 - 10:00  VALIDATE, ADAM  15-Aug-2018-10:00  NM MPI Stress Inj 1 Day/Card Graded Exerciss  LGH Cart
@) Time range: Heno |12 235 = 15Aug-2018-11:10 VALIDATE. ADAM 15-Aug-2018-11:10  NM MPI Stress Sean LGH NM
El % 3Hourks) 20 Minutes  15-Aug-2018 - 0810 VALIDATE, ADAM  15-Aug-2018-0810  NM MF! Rest I 1 Day LGH NM
O Time restrictions AM Only 15-Aug-2018-09:10 VALIDATE, ADAM  15-Aug-2018-09:10  NM MPI Rest Scan LGH NM
15-ug-2018-10:00 VALIDATE. ADAM 15-Aug-2018-10.00  NM MPI Stress Inj 1 Day/Card Graded Exercise  LGH Can
i et i : j doy 15Aug2018 - 1110 VALIDATE, ADAM 15-Aug-2018-11:10  NM MPI Stress Scan LGH NM
= El b 3Hourls) 30 Minutes  16-Aug-2018 - 08:00  VALIDATE, ADAM  16-Aug-2018-08:00  NM MP! Rest Inj 1 Day LGH NM
Overnde suggested date and tme 16-Aug-2018-09:10 VALIDATE. ADAM 16-Aug-2018-09:10  NM MPI Rest Scan LGH NM
16-Aug2012-10.00 VALIDATE. ADAM 16-Aug-2018-10.00  NM MPI Stress Inj 1 Day/Card Graded Exercise  LGH Can
Schedule muliple persons to mixed Group Sessions 16-Aug-2018-1110 VALIDATE, ADAM 16-Aug-2018- 1110 NM MPI Stress Scan LGH NM
=l & 3Hourls) 20 Minutes  16-Aug-2018 - 08:10  VALIDATE, ADAM  16-Aug-2018-08:10  NM MP! Rest Inj 1 Day LGHNM ,
| Met | Netdy || Gear | Select

appointments in the different books.

Add an Encounter.

(&

Change the Suggest Criteria as appropriate. Click Suggest.
Select an appointment, noting the date and time. Click OK.
Confirm the appointment in the WIP. Ensure you have the correct day selected to view the

Encounter Mumber Enc Type Disch Date  Admit Type Facility

7600000002141 patient |1 ] LGH lion

Nurse Unit  Encourter Prsnl

e | LGH 6E Attending Provider

Provider Name

eral Medicine-Physic|

Add Enc:

OK

10. Ensure you select a Pre-Recurring Encounter Type. Once you click OK, you will see a box
appear with the Encounter number. Note this number and associate the new encounter to

the rest of the appointments.

ALEHTSl Fatient Information Encounterlnfarmation| Insurancel Insurance Summaryl Additional Cuntacls|

Encounter Type: Medical Service:

Reaszon for Yisit:

Referal Source:

Pre-Recurring

v | ’Festpairi

v| |Medical Imaging v|
= Locaon
Facility: Building: Lrit/Clinic: Accommodation Reazan: Fatient Accom Requested:
LGH Med Imaging |LGH ted Imaging v| |LGH Ied Imaging v| | v| v
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Encourter Number  Enc Type Disch Date  Admit Type Facility Nurse Unit Encourter Prsnl Provider Name
LGH Lions Gate
7600000010038 Pre-Recuming LGH Med Imaging | LGH Med Imaging

11. Confirm your appointment by looking in the NM book and then opening the Cardiology
bookshelf to see the cardiac appointment.

Bookshelf - LGH Cardiology Lab Bookshelf

H Card Book

L
LGH Card MBI Book
LGH PreAnesthesia...

14-Aug-2018 - LGH Card MIBI Book

LGH NM Inj Rm 2

T

M MPI Stress Inj

12. Open the LGH NM/Card Book to see both of the appointments in the same book.

Codks | Repimet ek s progrmes
August
He Tu We Th Fr $u
L - S A |
€ 7 os[8lwom
[EY 1+ RURNTRRTEET
N onnus
& A a ma
LEEH NM Iy P 1 LGH MM Inf Fm 2 LGH MM s 2 LGH Card Tach 1
H Sert Miode Soan
HA MR [T
Bt W WP e
11111
WA W Fet |
S
N WRC CeeeSert N NH MPI Rt Scn WO WP Pt e
M M1 Rieat Sean [4 KM WP Few Seon
WA W] Biem Szan
M Sere tode 1 KM M Steas (2 M WP St R W1 Pl Scan
\M\hﬂ:o!\hw\ \F }IU//H/PI;‘/SE'\IF
i s e
R, ,//////
T Ee— L i s
\:\:\:\:\:\\\\\ e
M Tl i

72 | 81



< ™3
TRANSFORMATION TRANSFORMATIOMNAL
O path to wrarter LEARNING

“. Key Learning Points

Scheduling a multimodality appointment will require booking rooms in different Scheduling Books.
While the system will suggest those rooms automatically, you need to make sure that all the
components’ details are completed.

When you add a new encounter for outpatient NM exams, always choose Pre-Recurring for the
encounter type unless it is an inpatient or emergency encounter choose that encounter.

All the components of an order must be scheduled on the same (newly created) pre-recurring
encounter

For the appointments across multiple departments (i.e. Ml and Cardiology), you must enter the
reasons for exam separately using Appointment Attributes. You can do this by highlighting each
order. In other departments the reasons may be pre-defined drop-down items, while in Ml they
are free text.

In addition to NM orders, the XR Colon Transit Study needs to be scheduled as a Pre-recurring
encounter.
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B PATIENT SCENARIO 6 (Supervisors Only)

Learning Objectives

At the end of this Scenario, you will be able to:
Remove a completed exam on an incorrect patient
Run Reports using Discern Reporting Portal

SCENARIO

As a supervisor you have some extra tasks to complete. A tech informs you that an exam was
completed on the wrong patient but has not yet been reported on. You will now learn how to remove
the exam so it does not get reported on by the Radiologist. After you will run a departmental report.
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2 Activity 6.1 — Removing a Completed Exam (Supervisors Only)

There may be an occasion where a technologist has completed an exam on an incorrect

patient. You can remove this by following the steps below. Please note that as per your site,
you will need to reorder the exam on the correct patient following this activity if you have not
done so already. In order to complete this activity you must be logged in as a supervisor.

1 Find the completed XR Chest/Abdomen Single Exposure exam for your patient on the Online

Work List.

1. Right-click on the Exam and select Details.

LN

NOTE: Make sure you have the Show completed exams ticked.

Show completed exams

Procedure Name

RODMI, TEST PATIENT BOB = RF Aspiration Foot Left

| XR Ankle Right
NM Lymphatic Sentinel Nos
NM Bone Whole Body
MRI Shoulder w/ Contrast H
MRI Head wi Contrast
MRI Head Stereotactic w/
IR Tube Removal Biliary
CT Wrist w/ Contrast Bilater
CT Head w/ Contrast
ED Single Area
RF Arthrogram Ankle Right
MRI Ankle Arthrogram Righ
CT Sinogram or Fistulograr|
XR Calcaneus Left
RF Arthrogram Hip Right

Transport Mode

Ambulatory

Or.. | Reguested DT/TM
05-Sep-2017 15:00
=8 06-Sep-2017 11:30

Print\Reprint Patient Packet
Exam Management
Transcription

Schedule Inquiry

Protocol

Add Interesting Case File

07-Sep-2017 13:00
05-Sep-201713:22
05-Sep-201713:15
05-Sep-2017 14:30
05-5ep-2017 13:12
05-Sep-2017 13:.05

CT Spine CerviThor wi +

-
Status Priority t Name
On Hold Routine
On Hold Routine  CSTPRODMI. TEST PATIENT BOB  CT Ablation Bone
Completed | Routine | CSTPRODMI, TESTAC
On Hold Routine  CSTPRODMI, TESTAC
Completed Routine = CSTPRODMI, TESTAC
Completed Routine  CSTPRODMI, TESTAC
Completed Routine | CSTPRODMI, TESTAC
Ordered Routine  CSTPRODMI, TESTAC
Completed Routine = C3TPRODMI. TESTAC
Completed Routine  CSTPRODMI, TESTAC
Completed Routine = CSTPRODMI, TESTAC
Completed Routine  CSTPRODMI, TESTAC
On Hold Routine = CSTPRODMI, TESTADRIENME
Canceled Routine  CSTPRODMI, TESTADRIENNE
On Hold Routine = CSTPRODMI, TESTADRIENNE
Canceled Routine  CSTPRODMI. TESTANNAB TES...
On Hold Routine = CSTPRODMI, TESTANNAB TES...
On Hold Routine  CSTPRODMI, TESTCASTCLINIC
On Hold Routine = CSTPRODMI, TESTEASE

CT Head Spine Cervical r
i

05-Sep-2017 13:09

Comments 05-Sep-2017 10:55

Allergies 05-8ep-2017 13:11

i i 05-Sep-2017 14:15

Patient Examn History 05-Sep-2017 14:45

Document Image... 07-8ep-2017 09:00

Maodify Order Details 05-Sep-2017 00:30

ep-2017 13:45

Ssnlas p-201708:15
Details...

06-Sep-2017 09:15

oo Cimbil

OE ©ew 9017 200

i | 05-Sep-201712:13 | 112-XR-17-0002629

Accession Number

112-NM-17-00003...
112-MR-17-00011...
112-MR-17-00011...
112-MR-17-00011
112-IR-17-0000450
112-CT-17-0003014
112-CT-17-000294%
112-BD-17-0000202

112-XR-17-0001736

2 Inthe Order Detail Inquiry, note the patient’'s MRN and their Financial number (their Encounter #).

E&' Cerner Imaging: Order Detail Inquiry

Financial number: 7000000009438
Accession: 112-XR-17-0002629
Procedure: XR Ankle Right

Exam status: Completed

Original Ordering physician:

Ordering physician:

Date of birth: 05-Jan-1983

Sex: Female

Exam DT/TM: 05-Sep-2017 12:15

Plisvcb, Stuart, MD
Plisvch, Stuart, MD

==
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Next, select the Remove Exam icon “ from Store Front. Find your patient by clicking the

magnifying glass and using the person search.

4 Encounter Search (=)

BC PHM: WIP Deceased Alets BCPHN RN MName [olu:} Age Gender Addiess

7] 9876785161 7000OSO7Z CSTPRODML TESTAC (05.Jan1383 34 Years Female 100 Main St

Addess(2) Ciy FostaliZip Code  Home Phone  Historical RN
Vancouver VEETJT

MRN;
700005072
ast Mane:
First Name:
DB

Gender.

PastaliZip Code:

Encounter # Wisit # Enc Type
7000000015548 7000000015548  Inpatient

Med Service UnitClinic. Foom  Bed EstAnival Date

General Intenal Medicine  LGH 3w 303 Ofé 30-Mov-2017 3:00

Ay Phone Number Facility
F LEH Lions Bate

Fieg Date DischDate

27-WNov-2017 11:09

Attending Pravider
Plisvco, Wesley. MD

—— A WHC Med Imsging 7000000011458 §U0T1523 Emergency  Emergency WHC Med Imaging 050ct2017 342 Provider, Emergency
HWHC Med Imsging 7000000011359 Outpatient  Medicsl Imaging WHE Med Imaging 0300020171530 03062017 1428 03-0ct2017 2358 Plsvea, Rocza, MD
e Eo e Outpatient 0B Medics! Imaging LGH Med Imsging 055620171430 05:5ep2017 1043 27-Now-2017 1105 Plisvee, Trevor, MD
i [ HIT utpatient oal Imag q 00 3 L
i 7 patient 12l Surgery LGH 3w 27 o 144ug2017 1036 17bug Plivvez, Noe, MD
Historicsl MAR A LGH Lions Gate 293 7OOD00OO0B319 Emergency  Emergency LGHED ACWR 02Aug2017 850 2820171310 D84ug:201710:24  Provider, Emergency
HLGH Lions Gate 7000000007604 7000000007633 Inptient  Medical Imaging LGH 3w 2 ooc 18JU2017S05  27Jul2017 1115 Plsves, Roceo, MD

Only people in Supervisor positions have the ability to remove exams; an exam would be removed if
completed on the wrong patient (data remediation). If you have difficulties, please address your
instructor.

4 The Remove Exam window will reopen.
1. Select the Exam you wish to remove.
2. Choose a Remove Reason from the drop-down list.

3. Select Remove.

# CemerImaging: Remove Exam
Task View Select Help

=)

[E=N B (=)

*Med rec: 700005072

Patient Information

Name: CSTPRODMI, TESTAC DOB: 05-Jan-1983 Gender: Female
MRN: 700005072 Age: 34 Years
=
Accession Procedure Comment Status Completed DUTm I
112-BD-17-0000202 BD Single Area New 05-Sep-2017 13:13
112-CT-17-0003014 CT Wrist wi Contrast Bilateral New 05-Sep-2017 13:10
112-IR-17-0000450 IR Tube Removal Biliary New 05-Sep-2017 13:08
112-MR-17-0001195 MRI Shoulder w/ Contrast Right New 05-5ep-2017 13:17
New 05-Sep-2017 13:23
R-17-0002629 RA Rig 0 p-20

O S Iiaamm —

Ready.

| [ p—

PRODBC |MITEST.SUP1 |13:52
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An Alert will pop up.
4. Click Yes

Remove Exam E3

Warning! Continuing will permanently remove all
Fi l % data related to this exam (112-XR-17-0002629). Do you wish to
continue?

Yes No

The exam will be removed.
5. Click Exit.

The exam’s status will be listed as Removed on the Online Work List.

TRANSFORMATIOMNAL
LEARNING
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#- Activity 6.2 — Run Reports from Discern Reporting Portal
(Supervisors Only)

The Discern Reporting Portal tool will be used by techs, clerks, database analysts
(DBAs), database coordinators (DBCs), and supervisors to generate reports on Medical
Imaging activity such as Run, Cancel, Removed, and Replaced Exams by Personnel
report. This activity will show you how to run a report.

1. Select the Discern Reporting Portal icon
toolbar in PowerChart.

from StoreFront or you can find it in the

LB IP-PHY-Two, Ming - 760002118 Opened by Testilser, GaneralMedicin
Taak ot View Pateent Chat Leds  Notfications Naeogetion  Help

I L3 Message Centre W Patient Overvew L Smaulstory Organizer. iy MyBsperience § Pabient Lint i Dyramic Wenidist 8L Repanis WL CI Help | © i) Patient Heatth Education Materisis i) SHOP Guidelines snd 05Ts @ UpTeDate _ &, feepor0 Sbes
© i) CoreConnect Q) PHEA PACS i) VCH and PHC PACS @) FoomFast W1 | © T3 Tear OFF Sl Exit o Communicate ‘Iu Dkwmqumﬂuquﬁnmd Office Manages Py Patiena Pretoced Manager B Documents .

A list with all reports opens up.

=l Reporting Portal = =
porting
Reporting Portal
%Cerner
Reporting Portal
. All Reports (20) My Favorites (0)
Filters b Y
Report Name Categories Source Favorite + [
» Source Completed Exams :{';:i:s e Ty e e Public
Completed Non-Final Exams Week Imaging - Radiolagy Operational Public
Ll to Date Reports
[Dimacing 0/11)
| B imaging - Radiology Operat\ona\l Credited MI Charges Imaging - Radiclogy Operational bublic
[ Timaging - Radiology Scheduling (t Reports
[limaging - Radiology Tech (0/11) Detail Dily Exam Log Imaging - Radiology Operational Bublic
[ medication Administration (0/18) Reports
[ medication Administration - Trou
[ Exam Statistics Report by Exam and Imaging - Radiology Operational oubiic
Patient Type [P
I - Radiol o] it |
Recent Reports Exam Volumes by Ordering ProviderRrZ:E:f adiclogy Operationa Public
Completed Exams
Exarms on Time Imaging - Radiology Cperational Ppublic
Reports
Exams with Add'l Charges B. Os, CPT Imaging - Radiology Operational ousiic
41CD-0 Codes Reports
< > Fluoroscopy Time: Ln_ﬂ??ﬁ—Rad\olomt Bt Public v
| o83 |

You can select the reports by Source or by Categories. The Categories will help you narrow down
your reports by selecting the appropriate imaging folders: Imaging — Radiology Operational etc.

1. Scroll to see the different reports available, use the numbers or arrows to change the page.

NOTE: Depending on your position, you are permitted access to all folders or only

certain folders. You can add a report to your favorites by selecting the star which will
then be highlighted in yellow and the report will appear in the My Favorites tab.
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1. Click Categories to find the Imaging reports.
2. Select the Imaging — Radiology Operational box.
3. Click on the report titted Completed Exams.
4. Click Run Report.
Filters All Reports (20) My Favorites (0)
Report Name ~  Categories Source ¢+ Favorite + M
» Source Completed Exams L ==l Orais Public i

v Categories Description: Suggested Report User: Reporting Run Report
0 This report shows Application:
All the number of DAZ - = _
O Imaging (0/11) completed examina  Suggested Report Run Report in Background
Imaging—Radiology Operational user define Frequency: Alternate Name: . .
Dlmaging—Radiology Scheduling ((
] Imaging - Radiology Tech (0/11) Support Reference Number:

. - . 1e090ba0-80f2-46be-
[ medication Administration (0/18) P TR E
[J medication Administration - Trou

[Dresearch (0/1) )
Completed Non-Final Exams Week Imaging - Radiology Operational

Public

to Date Reports

A window pop- up requesting for you to select the Exam Complete DT/TM, department and
Section before you can execute the report.

1. Click the icons to choose the appropriate dates, departments and section you want to
display in your report.

2. Click Execute.

= Completed Exams
Exam Complete DT/TM
i)}
Department
Eli]
Section
Eli]

Execute Cancel

:\ NOTE: The reports in the Train domain may not produce any results. The criteria
~ you enter will differ depending on the report you run.
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4 The report will load and then display. If you would like to save this report, you can export it and
you can save it directly onto your desktop. You can also print this report by selecting the printer
icon and choosing your printer. Hover to discover over each of the icons.

:L NOTE: If you chose to save your report on the portal it will only be saved for a period
of 24 hours.

(o Reporting Portal

Reporting Portal

Change Runtime Prompts

o ! A Exanc
EEEEEEE
Showing page 1 of 1

Pagez: 1 /1

4l 4 P P Goto page: a

[Report Completed Exams
Name:

Date: Aug 1, 2018, 1.01 PM
[Executed by: Train, Supervisor-RadNetl
Date 2018-07-20 00:00:00,2018-08-01 23:59:5¢
Parameters:
Selected LGH Med Imaging
Department(s)
Exam Complete Medical Record Patient Name Accession  Order Procedure Department Section Completed
DI/IM Number Vohme

TO783

“. Key Learning Points
Only supervisors can remove exams for data remediation.
Exams can only be removed if they haven’t been reported on by a radiologist.
Use Discern Reporting Portal to run reports.
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3 End of Book

You are ready for your Key Learning Review. Please contact your instructor for your
Key Learning Review.
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