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Overview

This reference manual is designed to supplement a hands-on, instructor led session. In
order to show general information placement, pictures of various screens have been
included. Please note that these are standard screens and may not match exactly to
those at your site.

Learning Objectives

At the end of this session, class participants will be able to:
e Navigate the Scheduling application
e Run Inquiries on Patient, Resource and Location schedules
e Schedule single appointments

0 Use three different methods (Drag & Drop, Suggest and Schedule) to
schedule appointments

e Cancel and reschedule appointments
e Check-in appointments
e View appointment details and history

e Manage Referral Triage

Course Audience

OB clinic Nurses and clerical staff are the target audience for this course.

Prerequisites

Registration for Inpatients and Outpatients are pre-requisites for taking the Scheduling
Maternity course as Enterprise Master Patient Index (EMPI) search is only covered in
this course only.

All participants are expected to be competent in the following areas:
e Computer basics

e Microsoft Windows
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Getting Started

Logging In

Double-click on the SchApptBook icon to open the application.

Logging Out

When you have completed your activities, remember to log out of the application you
are working on for security purposes. Logging out can be done in one of the following
two ways:

1. From the Toolbar, you may select the Exit icon (recommended to avoid locking the

patient record).

2. You may also click the 3] in the upper right hand corner of your screen.
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Overview of SchApptBook Interface

When you log-in to the Scheduling Appointment Book application, the Scheduling Appointment
Book window displays.

= Schaduling: Seheduing Appol ==
Task  £dn View Melp

BC PHN, 5878432326
DO OF-Mow- 1977

Age A0 Yo

Menu Bar: Includes Task, Edit, View and Help options.

Toolbar: Includes buttons or other window elements (such as 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.
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 Resource (person, equipment, room/place) schedules. This is
where appointments are scheduled and managed.
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User Preference Setup

Within the Scheduling Appointment Book application there are several options which
are set at the user level. These options will already be applied to the user accounts.
Once these preferences are applied, the information will not be needed to be entered
/changed again unless different preferences are required.

Refer to the “Scheduling User Preferences Quick Reference Guide” for more details
about all of the Scheduling Preferences. The sub-sections below will cover the
Preferences that are most likely to be modified by the user.

Setting Default Location/Book

1. Click View in the Toolbar and select “Options.”
Task Edit
P8l | [

! &= Back -

Help

Toolbars L3-8

=]

Demographics Bar

Availability Bar

Status Bar

[

Small Buttons

Large Buttons

Cancels
I: Reschedules P
4 On-Held Appointments
5u Mo Empty Schedules
152 153 q Options...
19 20

2. This will open the “Options” window 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.
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Options

Default location:

Default Appointment Type

[7] Defautt appointment type synomm

Co )

User Defaults |Appointment | Mavigation | Details | Allergies | Confirm | Cl L4

(@ Mo defaultt appointment type synorym

Default appointmert type synomym:

Dayz in past:

Days in future:

ry

-

Appointment Scheduling Range

0 =

0 =

[ Allow muttiple appointment location values

-

Appaintment detail fields:

Person Mame

Appointment Location
Appointmert Type

Upon move to the work inprogress, expand the tree to level (Default = Role):
Role

Amourt of inactive time {in seconds) before automatically refreghing request lists and queries:
1]

ok || 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, i.e. the LGH RAN Clinic.

2. Default Appointment Type Synonym can be chosen by selecting the radio button
Appointment Synonym can be selected from searching in the box for the desired
appointment type. This option could be used if a user consistently schedules one
appointment type. The appointment type selected will automatically defaults into the
appointment type field.

| - Appointment

Default Location

L] December Person name: . . Mave

Su Mo Tu We Th Fr Sa | will display here 0

12 /
2 4 5 £ T 8 3 *Appointment location:
o

m 111213 14 15 16 E]
17 18 19 Bl 21 o2 oz Appointment type: Alergies

24 25 26 27 28 23 A

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

Options

A B35

User Defaults | Appointment | Mavigation | Details | Allergies | Confirm | €I 4| »
I | PP ] ls n S ; -

Default bookshelf

Defauk book

Toolbar Preferances

MNumber of items to retain in most recently displayed list

15 8

|| Home button retums to cument date

|| Back/Forward buttons retain date contexd

Default Bookshelf: Enter the name of the Bookshelf that you would like to 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 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 Outpatient Care Centre Bookshelf”

and the default Book is the “LGH RAN Book.”

| | Books | Appointment

Work in progress:

Su Mo Tu We Th Fr Sa
12 Slelalslslz (4B =
i 4 5 6 7 & 39 EEE‘"‘? 2 S| S
10011 [12]13 14 15 16 HEHE SE -
5 EZ [i4 o
17 o1 19 Bl 21 o2 o= SIEIZIE2|E z( 1
24 25 % 2 o2 29 W ZIEIEICIS5 1A 1E S
2 9 par i ) 9 —
D Steven MD Kaiway. Sarah MD |
12:45/|LGH RAN LGH RAN LGH RAN H
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Book Settings

Book settings determine the view of the appointment book. These can be accessed by
right-clicking in the scheduling grid and selecting “Book Settings.”

LGHR... |[|LGHR... |[LGHR...

...........................

Actions »

Add Mew Appointment LGHR... [|LGHR...

Book Request

_______________ Confirm Request

e Remove Request —

Recur Appointment

Mavigation 4
Inquiry r LGH Rehab |[LeHR.. | LGH Re
Report 4 Non-proportional, Single-day
Applications N I @ | Proportional, Single—dayl
Properticnal, Multiple-day

4
Person Week

4
Slots View » Month

4
Resources Date and Tirme... | | | |
Book Settings » Properties...

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.”
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[ -
-------------- Actions »
-------------- Add Mew Appointment
______________ Book Request
______________ Confirm Request
geeceecceceseeceeciy Remove Request
Recur Appointment
Navigation »
Inquiry i’ LGH Rehab
Report ]
Applications »
Person 3
Slots 4 View .
3
Resources Date and Time...
General Tab
Appointment Book Properties @

Generall Icons | Fonts | View - Proportional, Single-day |

Column Headings

|| Display number of scheduled appointments

Visible Day Range

Begin time: End time:
0a00 = 1800 =
1 2
Tooltips
Display tooltips for:
10 + 1 zeconds
Display Figlds
Perzon

] »

Appointment type scheduled as
Appointment location
Requesting provider
Reason for appaintment 3
Appointment state

Encounter type

[ Anesthesia type -

| ok || cance |

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
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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 @I

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

Slot icons:

IEF{eIease Times
& Comments

[T] 22 Group Session
0o i, Information
[T @) Locks

Appointment icons:

@ Alergies -
ﬁﬁppoimmem Linking

22 Group Session

1 Protocol

3 Recuring

& Comments

D m Choose and Book

| 3 Do Not Move

] Hligibility Status Ambiguous
=

Ml it Chmd e Dimmie d

m

NOTE: Making changes to the default setting is not recommended.

Fonts Tab

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

Appointment Book Properties -8 | [mESm

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

Fort.. ||

| Defaudt
M5 Shed Dig
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View Proportional Single-day

Appointment Book Properties @

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

|| Display binder 1

Time interval:
15 - 2
Column Width {In Piels)
() Custom width: 3

() Size to fit all, with minimum width:

(@ Size to fit all

Start display at:
0700 =[] On curent date start at curent time

4

0K l ’ Cancel ]

1. Display binder: By checking or un-checking this option, the binder on the left side of the
appointment book will be visible or not.

2. Time interval: This option determines the increments of time (in minutes) for the slots.
3. Custom width: This option determines the width of the slots under the resources.

4. Start Display at: You can set the time and day that you wish to display when you first log
on to the application.
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Opening a Bookshelf/Book

Follow the steps below to open a Bookshelf/Book in SchApptBook:

1. Click on the Bookshelf banner to select a Bookshelf.

2. Select the appropriate Bookshelf and click OK.

B Schodulng Scheduling Appointment Book

Task Edn  Veew Help
M E R BT WAL o8BSt ARSI A iE A FRAAEP
ing® A BRABEE LR

fp m-w -0 3

"l e Rk F o
(& (il BC5 Medealimagng Bockahel 1 | Gekeat

LG Carcinc Hormm Rk shell

LG Canshology Lab Hookshel

LGH Caet Circ ekt

LiGH Chemo eedcal Dncology Book shek
LGH Diptestrt of Periogm st Smreces
LGH EEG Bookshel {
LGH Minche g B shed bl —
LGH Dibatetrical Ambedsiory Book shel

fano A
L hel

Su Mo Tu We Th Fi Sa

1 2 3 4
5 6 7T 8 3w
2w siv w
EE T - T
E

LGH Wioursd Clshory ook dhell

FWL Medbal Irmaging Dockshat

SGH devbadoliry Caer Bikshed

SGH Daparment of Paicpersive Sarvcas
i SGH Medcdl Imagng Bockstel
=l SGH Oncslogy Cirt Boskahat

Tmk [de Yew Help

W H A R TR KW G0N 8BS BRFSNe s B EEARP
oS smABEBL D

fon packemw = B @

ame:

Goealen. Claire PT Karst. Lauren PT Lusn, Janet PT u Murry, Liz PT M&m_ Shapa. Nna FT Tharte. Amanda PT Fischor. Casie OT
LGH

B00 LGH LGH Rahat LGH Rehat: LGH Rehat:

LGH Rehab

900 [LGH Fihas

945 | LGH Retaty
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Appointment Inquiry

The Appointment Inquiry allows the users to view appointments in a list format.
“Schedule Inquiry” window 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 the “Schedule Inquiry” window: 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 (eyeball) located at the top of your screen.
® & i\ H & & P

2. Right click anywhere on the scheduling grid, select “Inquiry”, and then select
“Appointment Inquiry.”

-

Actions

Add Mew Appeintment

Book Request

Confirm Request

TEAT oo Reques I [ =
Recur Appointment LGH Rehab LGH Rehab
MNavigation 3
I Inquiry >I Appointrent View
Report 3 Appointrnent History View
| Applications 3 Appointment Inquiry
Person , REqUESt LIst Inquiry
Slots 3 View Appointment Information...
Resources 4 J
Book Settings »

3. The Appointment Inquiry window appears on your screen.
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g Schedule Inquiry - Person Schedule Inquiry - Standard
i Task Edit View Help

IMBRERDEID KA on @8 Fg0lelaEdB# 2 N

Person | Rescurce | Location | Request List |

Inquiry:
Person Schedule Inguiry - Standard -
Person:
Start date: Start time:
28Mov-201; = E oo =
End date: End time
xxxxxxxxxxx : Izl 2965 =
[ Find ] [ Clear ] [ Close

For Help, press FL

A. Person Inquiry Tab: Use this inquiry to view information (such as confirmed
appointments, no-show, inquiry w/orders) associated with a specific person in the

SchApptBook.

B. 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.

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

SchApptBook.

D. Request List Inquiry Tab: Use this inquiry to view information (such as request list by
location, cancellation list, waitlist) 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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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.

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.

Appointment
1. Click the Appointment tab

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 (*) meaning you will need to
complete these fields in order to move to the next step in scheduling an appointment.
3. Click the Ellipsis button beside the Person name field E]

4. 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).

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

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.

6. The “Organization” window appears. Click on the Ellipsis button.

& Organization @
Pleaze select the facility where you want to view person aliazes.
Facility Name | Facility Aliag
| =
Facility:
] | Cancel |

7. Scroll down through the list of the clinics until you see LGH Lions Gate Hospital, click on
it to select it, then click OK.
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8. The EMPI window will appear momentarily as your patient is checked against the EMPI

database.

9. 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.

7 Fubure Requeits/ Appemntments for CSTSCHEMP] RANDY

Faguest Acton  Appoirtmant Typs  Eivbest Faguest [us  Litest Fausst Dute  Created [—
Bock: RANF/b DbNov-2017- 700 06-Dec2017- 1800 TestUser CerkAdvanced-Schedulng  DE-Hov-2017- 1413

Cumert Siste  fpportment Trpe  Location  Degin Date/Time  [nd Dote/Time  Crosted By Dt Crmated.

Sebmct et [

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

11. Click the Ellipsis button beside the Appointment Location field and double click on your

clinic location name to select as the appointment location.

NOTE: The Appointment Location and Appointment Type may be defaulted based on

user preferences.

12. Select the Ellipsis beside the Appointment Type field and double click on an

appointment type to select.
13. Once an Appointment Type is selected, additional fields will appear.

NOTE: This list of fields is referred to as “Accept Format Fields.”

14. Complete any mandatory fields and click the MOVE button to move the appointment

into the Work In Progress (WIP) area.

NOTE: If Yes is entered into the “Interpreter Required?” an interpreter must be

scheduled. Interpreters are not scheduled in Cerner.

Three Methods of Booking an Appointment

Once the appointment information is in the WIP, use any of the following three
methods (Drag & Drop, Suggest, Schedule) to move the request into a “Pending” status

on the scheduling grid.

Date: January 29, 2018
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A. 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 for a pre-
determined date and time. This method works best for clinics that do not book

appointments too far into the future. This method is not recommended when an
appointment needs to be scheduled to multiple resources.

Highlights:

e 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.

Use the calendar to find the appropriate date. Left click on the Primary resource (the

resource directly below the clinic name) and drag the cursor to the appropriate resource
and start time.

HEEARP rnAs ROBEARS

Once the mouse button is released, 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.

Schedule - Rehab Arthritis New - PT

2 =)

Resource:

-
Default slot:

<Mone> v
Time:

1143
Duration

1 : Houris) : Minutes : Day

|| Distinguish setup and cleanup durations

Lo ][ e ]

[ll.  The appointment will show in the slot in a pending state, which will be denoted by the
red books in the WIP.
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IV.  The appointment will appear in the scheduling grid in a “Pending” state.

B. Suggest Scheduling 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.
e Allows you to set a date range for the appointment search.
¢ Avoids scheduling conflicts (resources/patients will never be double-booked).
e Results in the least amount of booking errors.

. With your appointment in the Work In-Progress area, click the 34335t phytton to open
the Suggested Schedules window.

— == ]

ARSI KB S BRI B% ST M TG AEFAMRP N A BOBEAD LS

. . - g s
T
7 B - GH Rshas
Fhn v || e = o ==
CIE T T T | r—— o
EE ] s T -
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II. If Preferences need to be modified (for example: the number of options returned), click
on the Preferences tab in the “Suggested Schedules” window.

I Suggexted Schedules

Patert Popirtrand Locelen  Aopoviment Trow Pmary Order  Sebwcled Dste/Trme Pitiord Drtion
o CSTSCHEMF! HANDY LGH Fshab OF Fehah irves New . BT 0Metes

c.“m(..u.« Pt Dr Pt Dol Tove  Flersors dppt Dot Tere ook Type  Flescusce  Appt Lo Framary Ober  Flosource Durstion St Trem

[ )

1 £ howr -
e T e v | 0| R

i

e msggmitna

Suggest
. Click ~-L-‘for the system to display suggested times that the appointment could
be scheduled.

IV. If the suggested times do not work, click Next to display the next available times.

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

VI.  Once you have found a suggested date and time to use, click Select. Click OK to close
the “Suggested Schedules” window and schedule the appointment.

VIl.  The appointment will appear in the scheduling grid in a “Pending” state.

C. Schedule Button Method

The Schedule button allows the user to view the default selections such as duration and
slot. Within one window, the user can verify or change the resource, duration, slot, and
time using the dropdown boxes that display available options. It is the least
recommended method for booking regular appointments as users can accidentally book
appointments outside the slot resulting in double-booking.

. Highlights:
: e Allows you to pre-select the time slot you would like to schedule to.

e Allows you to view/modify the appointment Resource, Slot, Start time and Duration.
e Allows you to book appointments outside of slots when required.

I.  With the appointment in the WIP, select the preferred time and resource in the
scheduling grid and click the Schedule button.
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Schedule - Rehab Arthritis Mew - PT
Resource:
Karst, Lauren PT
Default slot:
LGH Rehab (8:00 - 12:00)
Time:
0800 =
Duration:

=] Houns) + ] Minutes

Distinguish setup and cleanup durations

<] Day
-

| 0K || Cancel |

II.  If necessary, modify any of the fields (Resource, Default Slot, Time and Duration) and

click OK.

lll.  The appointment will appear in the scheduling grid in a “Pending” state.

Confirming an Appointment

Once the appointment moves to the “Pending” status in the scheduling grid (using any
of the above three methods), follow the below steps to Confirm and create a Pre-
outpatient Encounter (Pre-Outpatient in a Bed or Pre-Outpatient OB) for the

appointment.

15. Click the L Corfm

| button to confirm the appointment. The Confirm window will

display a summary of the appointment including any patient preparations/instructions.

16. Click OK in the Confirm window.

NOTE: At your clinic, you may print and give a copy to the patient by using the “Print”

button at the bottom of this Summary page.
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Confirm @
Name: CSTSCHEMFI, RANDY BC PHN: 9876488326

MRN: 700007831 DOB: 06-Nov-1977

Process Alert: None Age: 40 Years

0 [T | | Summary | Genersl | Resource View | Guidelines | Notification | Conversation Summaries | Hineraries | Lacks | Eligibility | Booking Notes
£-@ Rehab Arthritis New
£ {fl} LGH Rehab OP CSTSCHEMPI, RANDY Med Rec Nbr: 700007891
Karst, Lauren Allergies:
“[d] CSTSCHEMPL | | Allergies Not Recorded

16-MNov-2017 - 11:49 1 Hour(s) Rehab Arthritis New - PT LGH Rehab OP Karst, Lauren PT

Preparations:
Location: Lions Gate Hospital

Address: 231 15th St E, North Vancouver, BC V7L 2L7

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

encounters. Click on the button to create a new encounter for this
appointment.

18. The Available Conversations window pops-up. Select Pre-Register Outpatient from the
drop-down list and click OK.

JOA Available Conversations

Fleaze selact the conversation you would like to use:

|
Pre-Register Outpatient I
re-Feqster Fatent 104 oe

Surgery Waitlist

19. The “External MPI” window appears momentarily to ensure you have the most up-to-
date demographics on the patient.

20. 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.

21. If you are not in contact with the patient to confirm the information, leave the Pre-Reg

Fre-Reg Status:
Incomplete

Status as Incomplete " . If you are in contact with the patient to verify all
the information, update the Pre-Reg Status to Complete.

. . ]( Patient Info(mation[ . o .
22. In the Patient Informationtab______________“verify the demographic information on

every visit.
23. Click on the Encounter Information tab.

24. In the Location section, the Facility is auto-populated. Verify that the Building and
Unit/Clinic are correct.
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25. In the Current Encounter Information section, complete any mandatory fields such as:
Encounter Type: Pre-Outpatient in a Bed or Pre-Outpatient OB
Medical Service: Obstetrics

NOTE: Pre-Outpatient in a Bed encounter type is for Inductions. Pre-Outpatient OB
encounter is for NSTs, ECVs, Iron Infusions, and Outpatient Betamethasone Injections

26. 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.

27. Click Complete to finish.

28. The “Document Selection” window displays. Uncheck the “Do not Print Documents”
checkbox to print any relevant documentation. Click OK to complete.

4’?%, Document Selection @
[iocument Printer Copies
Armband Label 590_1=Hl_ta 1
Lab Blood Specimen Label 590_1=Hl_ta 1
Lab Mon-Blood Specimen Label | 590 15t 18 1
PHSA Facesheet ph 590 it_[1-General 1
V| Da naot print documents Edit

29. The “Pre-Register Outpatient” window displays. Verify and click OK.

Pre-Register Outpatient @

The following LGH Rehab Outpatient aliases have been assigned for
CSTSCHEMPL RAMDY:

Encounter Murnber: 7000000015175
Visit Id: 7000000015175
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Inpatient Scheduling (not applicable for Group 1)

Patients with current “Inpatient Encounter” may require care from the Outpatient
clinics. The below steps are used for booking appointments for these patients with

Inpatient Encounters in the SchApptBook.

1. Follow the steps (1 to 14) from Appointment Scheduling - Pre-requisite Steps for

Booking an Appointment to fill in the Person Name and Appointment Location fields in

the accept format.

Appointment

Person name: Move
CSTSCHEMPI, PAUL-JOSEFH D

*Appointment location:

LGH RAN ()
*Appoirtment type: ANR

2. Complete the below mandatory fields and click Move button:
Appointment Type: Inpatient

Comments: add any applicable comments

3. From this point, use either “Drag & Drop” or “Schedule” button to book a “Pending”

appointment. Click Confirm button.

| | Encks | Appaimtment
4 December 0
Su Mo Tu We Th ki Sa
1 H

*Eerpon name
CSTSCHEMP|, PALLJOSEPH

Wgmomend fecalicr

304 05 B 7 o8 9§

won e s ow i
1718 19 20 A 2 || sppenmentnpe
¥ om % ¥ o@D Yot

Geelen, Clare PT I Karst, Lauren PT Lun, Janet PT Moy, Liz PT

s i e [T [ LaH Rebat
10-00% | GH RaN i+ [eHR
T 150E inpatient coming for n appo. ﬁ
10:300% Pandig b
1045, B
£ [LGHR_ ||LGH R..

LGH Rehaly

11:00
1115
11:30 i

4. Click OK to close the “Confirm” window.

5. Select the existing “Inpatient” encounter and click OK.

=W CSTSCHEMPL PALIL-JOSEPH

= Inpatient
= B Current Schedule
Bl L6H Ran
ol 3
+ - Patient
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B (|
Encounter Mumber  Enc Type Disch Date Encourter Prsnl Provider Name
7000000012917 enal ab oP ab OP Refeming Provider Baggoo, Alan Kieth
7000000012425 Pre-Outpatient LGHJRAC ~ LGHJRAC  Atending Provider Jando, Victor Tibor
[ Mogty |[ AddEnc | C_ox ][ cnea
6. The appointment is booked with an Inpatient encounter.
Page 27 of 70
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Blocking Schedules

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

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 Pre-requisite Steps for Booking an Appointment 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.”

Click on the Move button to move the appointment to Work in Progress (WIP) area.

[T e ey —
Tk Edt View Heb

MDA WAL o ERSIIR, S N T2 08 SHERABF AGCSBRABERL Y

6. Use either “Drag & Drop” or “Schedule” button option to block the time on calendar.

7. Click Confirm to complete booking the Blocked Time appointment.

| | M Appointment |
4 Movember 3 Person name
Su Mo Tu We Th Fr Sa ‘7
Zoaoa 1 23 4
5 6 7 5 FERETT) *Appointment location
12013 14 15 16 17 18
JE T - R R - B Appointment type
x 3 1 ¢
3 4 5 8 7 8 3
Geelen. Claire PT Karsi. Lauren PT Lun. Janet PT I Murry. Liz PT
2.00 LGHR... LGH Rehab
815
(830 |
 8:45 | 2 CSTSCHEMPI, RANDY
9:00 | Rehab Arthritis New - PT
[9:15 | LGH Rehab OF
9-30 |[LGH Rehab TestCST, F
945 | Blocked Time
m LGHR... ||LGHR... [|[LGHR... LGH RAN
10:15

Corfirmed

2
W
=]

5
s
5]

-]
=

LGHR... ||[LGHR...

n

W
=]

i
&
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Appointment Management

Modifying Information

There are two 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 Patient information
such as their Date of Birth, Last Name, and Phone Number, etc.

NOTE: Do not use these steps if you have a preference card associated with the
appointment.

Appointment information can be modified in two ways.

1. First, you can right click on the appointment, go to Actions, and then select Modify.

R P Il I e Confirm... =
Contact...
Reschedule
Hold...
Cancel...

Mo Show...

Check In...

hab Services Bookshelf Check Qut...

Patient Seen...

Batch Reschedule...

2 |d
HE
é & Request k
B
= .
3 2 Verify...
@ Med Mec Check...
Lock... —
Unlock...
Karst. Lauren PT Lun, Janet PT Shuffle... :[
Swap Resources...
Reorder ...
Group Session 4
o &t ]
7 €YCSTSCHEMP], JOHNNY % Link '

Rehab Arthrit, }
v Unlink...
Frorr80900, Alar A :
Add Mew Appointment

______________ Book Request

AT
)
T
i
&

e T S

""""""" Confirm Reguest

Rermove Request

B |

Recur Appointment
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2. You can also highlight the appointment, and then click the Modify button at the top
of your screen.

3. The “Modify” window will pop up allowing you to make any changes.

" & Modty
Name: CSTSCHEMFI, JOHNNY BC PHN: 9876706228

Prefemed Name: MRN: 700006538 DOB: 01-5ep-1999

Process Alert: Falls Risk. Commu___ Age: 18 Years

General Summaryl Details | Qrders I Guidelines | Motification | Conversation Summaries I Ttineraries | Locks | Booking Motes

Modify reason:

@ Rehab Arthritis New

Comments

4. Click the Details tab to make changes to the appointment information.

| General | Summar@etailsjpders | Guidelines | Metification | Conversation Summaries | Itineraries I Locks I Booking Notes

*Reason For Visit:

rehab

Ordering Provider:

*Refeming Provider:

Baggoo. &lan Kieth

*Refemal Received Date:

=]

*Priarity:
Routine

*Interpreter Required7:
Mo

Language:

Special Instructions:

NOTE: It is not possible to modify the Appointment Type, Location, Patient Name.
These changes will require the apppointment to be rescheduled.

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

6. To modify patient information, you will need to highlight that person’s appointment,
right click, go to Person, and select Modify Person.
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Bl Scheduling: Scheduling Appointment Book

Task Edit View Help
M T RER RIS o @8 eSS NI QA FHFESEF  CEC A HNABEERL
¢ Back » =+ [F] 4}

29-Nov-2017 - LGH Rehab Book

O'Laughlin. Geraldine PT

Sharpe. Nin

a 2017 » Books | Appointment |
! Mosembel D Buokshelf - LGH Rehab Services Bookshell
Su Mo Tu We Th Fr Sa
@owmowo1 23 4 =|o F
Slg o
5 B 7 8 a m N = 2
o fF =
12 13 14 15 18 17 18 E a i
19 20 N 2 23 M B 2 E %
T
] sEJ 0 1 2 gz z
i 4 5 B T & 3 = =
Confortin. Mary PT Geelen. Claire PT Lun. Janet PT
2:00 LGHR...
815
8:30
8:45
9-15 Actions
| 9:30 || LGH Rehab Add New Appointment
[E] Book Request
10-00j onfim .
1015 onfirm Request
10-30| Remove Request
10-45 Recur Appointment
ﬂ Mavigation
11:15|
11:30| Inquiry
11:45| Report
12:00
12:15| Applications
12:45|
Slots
13:00|| LGH Rehab LGHR. LGH Rehab
1315 Resources
== Book Settings

LGHR...

y
Modify Person...

Person Comments...

View Encounter...

Add Encounter...
Modify Encounter...
Encounter Comments...

View All Encounters...

Allergies...
Post Encounter Payment..

Post Guarantor Payment...

LGHR.

7. Select LGH Lions Gate Hospital in the “Organization” window. The EMPI window briefly

launches.

8. 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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BC PHA
- SHTGARIIZE

AE P A Bed Ackess Atk Adkbess A Adkbegs
Vancouved. Brtich Columbia
Canads

No Phore « [] [l (N 1

9. After you have made your changes, click Complete to save.

Appointment Cancellation

There are multiple options for canceling appointments:
Option 1: Right-click on the appointment within an Appointment Inquiry.
Option 2: Right-click on the appointment within the scheduling grid area.

Option 3: Click on the Cancel icon on the Toolbar.

Option 1: 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. -
2. Use one of the many available Inquiries to find the appointment:

e Search by the patient name using a Person Inquiry such as “Person Schedule
Inquiry — Standard”
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7.

8.

e Search for the appointment by the Resource name using a Resource Inquiry such
as “Resource Schedule Inquiry — Standard”

e Search for the appointment by the appointment’s scheduled location using a
Location Inquiry such as “Location w/Person Name”

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.
BEG DATE DURATION STATE  APPT TYPE REQ DOCTOR RESCURCE
11 Dec-2017 - 8:00 20 Corfirned Rehab F/Up  Bagagoo, Alan Kieth  Corfortin, Mary PT
12.Dec-2017-8:451 20 | Corfimed | Rehalp et Saikiaaaa OT
Confirm...
Contact...
Maodify...
Reschedule
Hold...
Mo Show...

If the “Interpreter Required?” field was set to “Yes” when the appointment was
scheduled, an Appointment Guideline will appear reminding the clerk to cancel the
interpreter request.

The Cancellation window will display. Select an appropriate reason in the Cancel
Reason dropdown and press the OK button.

General Summar}rl Details | Orders | Guidelines I Matification | Conversation Summaries | Itineraries I Locks | Booking Notes|
*Cancel reason:

Comments:

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

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

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.
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Option 2: Right click on the appointment within the scheduling grid area

1. You may also cancel appointments directly within the grid area. To accomplish this,
right click on the appointment; go to Actions, then Cancel.

Hehab Services Bookshelf

LGH NROF Book
LGH IROP Baok
LGH SLP Rehab Ba

0

Lun, Janet PT

CRTRr TRRRe

“EYCSTSCHEMPL,
# Rehab Arthritis

-

cobts TRURENON

£

RANDY
Maaa . PT

e

LGH Rehab OF

2=
Fl
=

L L L L

Actions 3

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

Hold...

Mo !haw...

CheckIn...
Check Out...

Patient Seen...

Batch Reschedule...

Request

Verify...
Med Mec Check...

Lock...
Unlock...

Shuffle...
Swap Resources...

Reorder ...
Group Session

Link...
Unlink...

=

Add Mew Appointrment
Book Request
Confirm Request

Remove Request

2. The Cancellation window will display. Follow the steps (4 to 6) from Appointment

Option 3: Click on the Cancel icon on the toolbar

1.

Cancellation Option 1 to complete cancelling an appointment.

Again, highlight the appointment you want to cancel, and then click the Cancel Icon
at the top of your screen.

The “Cancellation” window will display the same as in the previous methods of
appointment cancellation.
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Appointment No Show

If a patient does not show up for their scheduled appointment, the appointment should
be “No Showed” (the guidelines around No Showing may differ by clinic). This action
will change the status of the appointment to “No Show.” It will also create a reschedule
request so the appointment can easily be moved to another date/time (if appropriate).
Follow the steps below to “No Show” an appointment.

1. From the Scheduling Grid or an Inquiry, right-click on the appointment, go to Actions,
then No Show. The No Show window will open.

Ne Show
Name: CSTSCHDEMO, STLAURENCE BC PHN: 5878119764
Preferred Name: MRAN: 700002678 DOB: 18-Apr-1967
Dizease Alert: None Process Alert: None Age: 50 Years
m General Summar_t,rl Details I Orders |Guidelma¢ Maotification | Conwversation Summari I Itinerar i | Locks | Bocoking Nota=|
G- RAN New Comments:
Person Name MRN Home Phone  Enc Type Encounter Number  VIP
CSTSCHDEMO, STLAURENCE 700002678 Pre-Outpatient 7000000010353 Yes
vew | [ Modty || CanceEnc
] 11l 3
’ OK ] [ Cancel I

2. Verify you have selected the correct patient/appointment and click the OK button.

3. The appointment will appear as No Showed (grey) in the Scheduling Grid.
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1 2m7

1 December

Su Mo Tu We Th Fr 5a

26 27
3 4 5
m 1112 13 14
17 18 13 20 21
24 25 % 7
11 I

28 23 30

78] s

28 23

3

3

Books | Appointment |

Bookshelf - LGH Outpatient Care Centre Bookshelf

LGH Medical Day C...

Work in progress:

LGH RASC Book
LGH RAN Book

LGH Prefnesthesia...
LGH Trauma Outpa...

LGH OCC Rooms ...

il

A Reschedule Request is automatically generated when an appointment is “No

LGH RAN

Showed.” Open the “Reschedule Requests” Request List to view and manage the

request.

4. Click on the Request List Inquiry icon.

5. Inthe “Schedule Inquiry” window, the Inquiry should be “Request List by Location.”
From the “Request List Queues” dropdown, select “Reschedule Requests.”

6. Enter the appropriate Location Type (i.e. Ambulatory) and Location (i.e. LGH RAN) and
click the Find button. All appointment requests that meet the search criteria are

displayed.

& Schedule Inquiry - Request List by Location
Task Edit View Help

IMBRERDEHN E@AL S 88 B0 cHadal & 2N

= B =

Request List MRN Person Mame Appointment Type  Order Priority Received Date Reguested Date
700003338 CSTSCHEMPI, PETE RAN F/Up Follow Up - Clinic.  Rotine
Inquiry: 700007831 CSTSCHEMFI, RANDY RAN New Rottine 28 Nov-2017 - 0:00
Request List by Location - 700006487 CSTSCHTEST, JOETRIAGE RAN New Emergent (essthan 1week) 06-Dec-2017- 0:00
700008683 JOHN, SMITH RAN New Routine 06-Dec-2017-:00 07-Dec-2017- 7
Request List Queues: 700002678 CSTSCHDEMO, STLAURENCE RAN New Emergent (ess than 1wesk) 07-Dec-2017- 0:00
Reschedule Reguests -
Location type:
Ambulatory(s) -
Location:
LGH RAN -
[ ma ]| J[ oo < i ] r
7. If the appointment is not going to be rescheduled, follow these steps:
a. Right-click on the patient and select Cancel Request.
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NOTE: It is important you select “Cancel Request” and not “Cancel”.

[E Schedule Inquiry - Request List by Location Batch Reschedule
! Task Edit View Help Group Info..
MR ERmOEID BEO Y o8 E EE O el alE Vet
Name: CSTSCHDEMO, STLAURENCE 8 Med Nec Check...
Preferred Name: MRN: 700002678 DOB: 18-Apr. Lock.,

Disease Alert: None Process Alert: None Age: 50 Yed Unlock...

Add Mew Appeintment

Request List MRN Person Name A Received Date Requested
700003398 CSTSCHEMFI. PETE R Complete Request.. e
Inquiry: 700007891 CSTSCHEMPI, RANDY Rl Medify Request... e 28-Nov-2017 - 0:00
Request List by Location - T00DD8683 JOHN, SMITH Rl e 06-Dec-2017-0:00 07-Dec-201
R’

700002678] CSTSCHDEMO, STLAURENCE ert less than 1 wesk) | 07-Dec2017-000 [ |

Cancel Request...

Request List Queues:

| |

Reschedule Requests -
Location type: Schedule
Ambulatory(s) - X
Inquiry 3
Location: Motifications...
LGH RAN -
Superbill...

b. A “Cancel Request” window will open. Enter comments into the Comments field
if necessary and click OK. The patient will fall off the list.

Cancel Request E
Name: CSTSCHDEMO, STLAUREN._.. BC PHN: 9878119764

Prefemmed Name: MRHN: 700002678 DOB: 18-Apr-1367 - Location:

Disease Alert: None Process Alert: None Age: 50 Years Preferred Phone: (604) 558

=-#% CSTSCHDEMO, STLAUREN | General

RSN R N ew (Rescheduld

Comments:

c. Loginto PMOffice to cancel the Pre-Outpatient encounter.

d. Click on the Conversation tab and double-click on the Cancel Encounter
conversation.
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% Access Management Office
Task Miew Groups Help

|@. = |:1q:: | =7 ‘@ ‘:e: | [ 5] ‘:j}q:: ‘@Asﬂfllﬂﬁ | ;> Groups v| k2 Help
Conversation <
£ Add/Modify Perzon

B Cancel Encounter

:ﬂ Dizcharge Encourter

8 Leave of Abzence

Sl W odity Discharge

£ Modity Discharged Outpatient
§ Pre-Register Outpatient

e. Refer to the Person Search Quick Reference Guide to find the appropriate
patient.

f. Be careful to select the appropriate Pre-outpatient encounter type Pre-
Outpatient in a bed or Pre-Outpatient OB and click OK.

g. The Cancel Encounter window will open. Confirm you have selected the
appropriate patient and encounter then click Complete.

NOTE: If you are cancelling the encounter the same day as the appointment, you can
use “Today’s Expected Arrivals” worklist to find the patient/encounter. If you do not
cancel the encounter, it will appear on the “Past Due Arrivals” worklist.

W Access Management Office

Task View Groups Help
|@. ‘H |@h ‘@ ‘d | [ 4] ‘a |&?§A50f9:12 ‘ (> Groups v| h? Help

Converzation
Bedboard

Worklizst

@ Deceazed Patients with Active Encounters
ﬁ Incomplete Pre-registrations

@ Interpreter Required

@Jurisdiction and OPC Form Mot Signed

i Past Due &mivals

@ PCP Mot Verified

@ Pending Discharges

@ Pravider Mot in System

@ Provider Quemy

@ Fecuring - Reviswed > 120 Days Aao
ﬁ Referal Encaounter Worklist

@ Refemals Ower 2 'ears Old

ﬁ Today's Expected Armivalz

Request List

8. If the appointment should be rescheduled, follow these steps:

a. Right-click on the patient and select Complete Request...
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Name: CSTSCHDEMO, STLAURENCE
MRN: 700002678

Preferred Name:

Disease Alert: None Process Alert: None

m‘ MRN Person Name
) 700003398 CSTSCHEMPI, PETE <
Inquiry: 700007891 CSTSCHEMPI, RANDY]

Request List by Location - 700008683 JOHN, SMITH

700002678) CSTSCHDEMO, STLAL

Request List Queues:

Reschedule Requests -
Location type:
Ambulatony(s) -

VEIN Yo

Med Nec Check...

Lock...
Unlock...
Add Mew Appointment

Complete Request...
Medify Request...
Move Request...
Cancel Request...

Restore Request...

Schedule

Inquiry

Priority

inic  Routine
Routine
Routine

|| Emergent (s tha

a. Click OK if the “Future Requests/Appointments” window opens.

b. In the “Existing Encounter” window, click Yes to retain the associated encounter.

c. The appointment will appear in the WIP. Refer to the steps 7-10 in the
Appointment Reschedule section (Option 1) to complete the rescheduling of the

appointment.

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

Appointment Reschedule

There are multiple methods for rescheduling an appointment.

Option 1: Right-click on the appointment within an Appointment Inquiry

Option 2: Right-click on the appointment within the Scheduling Grid area

Option 3: Click on the Reschedule icon on the Toolbar

Option 4: Drag-and-Drop into WIP

Option 1: Right-click on the appointment within an Appointment Inquiry

1. Toreschedule an appointment from an Inquiry, first open the “Schedule Inquiry”

window by clicking on the eyeball icon in the Toolbar. =

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

e Search by the patient name using a Person Inquiry such as “Person Schedule

Inquiry — Standard”
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e Search for the appointment by the Resource name using a Resource Inquiry such
as “Resource Schedule Inquiry — Standard”

e Search for the appointment by the appointment’s scheduled location using a
Location Inquiry such as “Location w/Person Name”

3. 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.

g Schedule Inquiry - Person Schedule Inquiry - Standard
i Task Edit View Help

M ARER U KB 6 BE EE0 A B s K
Name: CSTSCHEMFI, RANDY

Prefermred Name:

BC PHN: 9876488326
MRN: 700007891 DOB: D6-Nov-1977

Disease Alert- None Process Alert- None

Age: 40 Years

Person | Resource |Locatlon I Request List BEG DATE DURATION STATE  APPT TYPE REQ DOCTOR RESOURCE

120-Hov 2017 800 60| Confimed | Rehab /

Inquiry:
Person Schedule Inquiry - Standand

Person

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

Hitioner-MH1 MH, NP | Karst, Lauren PT

CSTSCHEMPI, RANDY (&)
Held...
Start date: Start time: Cancel...
20:Nov-2017 = B mon = Mo Show...
End date End time CheckIn..
[ B =
Check Qut...

Patient Seen...

Batch Reschedule

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 Rehab Arthrtis Mew - PT is cumently associated to an active encounter.
_l_}. Would you like to retain this association?

Show comments dialog onby when required.

No || Yes || Gudelnes..

7. If the “Interpreter Required?” field was set to “Yes” when the appointment was
scheduled, an Appointment Guideline will appear reminding the clerk to reschedule the
interpreter.

8. If thereis an order associated to your appointment, the Appointment Attributes window
will display. Press the OK button within this window.

9. The appointment information will now display within the WIP.
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Worl in progress:

=--#% CSTSCHEMPL RANDY
£ Rehab Arthritis New - PT
Reschedule
E| Current Schedule
=-[fll LGH Rehab OP
Q Rehab Providers
<$ Patient

10. From this point, you will find a new available appointment time using one of the
methods previously described (reference: Drag and Drop Method, Suggest Scheduling
Method or Schedule Button Method). Find a new appointment time and press the
Confirm button. The “Confirmation” window will display. Press the OK button.

11. The Reason in “Reschedule” window will display. Select a reason from the dropdown
and press the OK button.

Reschedule @
*Reaszon:
-
Comments:

[ QK l [ Cancel l

12. Your appointment will now appear in a Confirmed status in the new appointment time.

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

Option 2: Right click on the appointment within the scheduling grid area

1. You may also reschedule appointments directly within the grid area. To accomplish this,
right click on the appointment, go to Actions, and then click on Reschedule.
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Actions

Add Mew Appointment

Book Request
Confirm Request
Remove Request

Recur Appeintment

Navigation

Inquiry
Report

Applications

Person
Slots

Resources

Book Settings

iLﬁH Rehab OP

# TestCST, FamiyNursePractitioner-MH1 MH, NP
A
|LGH Rehab

Confirm...
Contact..,
Maodify...

Reschedule

Haold...
Cancel...

Ma Show...

Check In..,
Check Out...

Patient Seen...

Batch Reschedule...

Request

Verify...
Med Mec Check...

Leck..
Unleck...

2. From the WIP, continue to reschedule the appointment following the same steps as

Option 1 (refer to steps 5-10).

Option 3: Click on the Reschedule icon on the Toolbar

1. Another method for Rescheduling appointments is to use the Reschedule icon
2.

Again, highlight the appointment you want to reschedule, and then click the Reschedule

i

icon at the top of your screen.

From the WIP, continue to reschedule the appointment following the same steps as

Option 1 (refer to steps 5-10).

Option 4: Drag-and-Drop into WIP

1. Toreschedule an appointment using Drag & Drop into the WIP, select the appointment
you want to reschedule and drag & drop it into the “Work in Progress” (WIP) window.

| Bonks | Appeintment |

: Fi Sa
- i st Provider
o Confortin, Mary PT
17 13 14 B 16 wwanen *
W om N @ e
W o owon @

. ———— | [ =1 CoTsChDMeL RaNDY

Mave b 0 Rehab F/Up

Hed.

Oear.

l

1mrent Schedule
£l L6H Rehab 0P
=5 Rehsb Provider
< Patient

2. From the WIP, continue to reschedule the appointment following the same steps as

Option 1 (refer to steps 5-10).
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Appointment Check In

Checking-in appointments is a good way to keep track of patients who have shown up
for their appointments and those who have not. It’s also an easy way for a tech, nurse
or other staff members in the department to know which patients have already arrived.

There are multiple options for Checking-In appointments:

Option 1: Right-click on the appointment within an Appointment Inquiry.
Option 2: Right click on the appointment within the scheduling grid area.
Option 3: Click on the Check-In icon on the Toolbar

Option 1: Right-click on the appointment within an Appointment Inquiry

1.

2.

3.

To Check-In an appointment from an Inquiry, first open the “Schedule Inquiry” window

by clicking on the eyeball icon in the Toolbar. ®

Appointments can be checked in from any Inquiry, but the recommended Inquiry is
called “Appointment Check-In by Location.” Click on the Location tab, enter the search
criteria below and press the FIND button.

Inquiry: “Appointment Check-In by Location”
Start date: add a valid start date

Start time: add a start time, if appropriate
End date: add a valid end date

End time: add an end time, if appropriate
Location type: select a location type
Location: select from the drop-down list

Once you have found the appointment you would like to check in, highlight that
appointment, right-click and choose Check In.
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VIP  PHN Est Amival Encounter Number Patient Type MRN Patient Mame Appt Date
S87821321 7000000011240 FODOD1789 CSTSCHPROD, TESTLYNDA
Yes 9878213227 030CT-201712:30 7000000011240 Pre-Outpatient 700001783 CSTSCHPROD, TESTLYNDA 04-DEC-201713:30
HE37000022 7000000016206 700000942 DOE, JANE ELIZABETH
[ Tsoooaais | | 7oovooooieee L Loooioecte gy SMITH I
Confirm...
Contact...
Madify...
Reschedule
Hold...
Cancel...
Mo Show...
Check Out...

Patient Seen...

Batch Reschedule

4. The “Check In” window will display.

5. Press the OK button select an option from “Available Conversations” window.

i )

& Available Conversations @

Pleaze select the corverzation pou would like to use:

| 8

Reqister Dutpatignt
Reqister Patient To A Bed

6. Select “Register OQutpatient” from the drop-down list and click OK.

7. The EMPI window briefly launches and opens the Register Outpatient Conversation
window.

8. 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.

NOTE: If a patient checks in at the Central Registration prior to arriving at the clinic,
these mandatory fields will already be filled.

9. In the Encounter Information tab select “Outpatient in a Bed or Outpatient OB” for
Encounter Type and complete any mandatory fields.

10. Click on Complete button. The appointment is now in a Checked In status.

Option 2: Right click on the appointment within the scheduling grid area

1. You may also Check In appointments directly within the grid area. To accomplish
this, right-click, go to Actions, then Check In.

2. The “Check In” window will display and the same steps as above are followed.
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LGH Rehi

///////////
.........

_________

Actions

Add MNew Appointment
Book Request

Confirm Request
Remowve Request

Recur Appointment
Mavigation

Inquiry
Report

Applications

Person
Slots

Resources

Book Settings

E CSTSCHEMPT, RANUY
i Rehab Athritis New - OT
£ LGH Rehab OP

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

Mo Show...

Check Out...

Patient Seen...

Batch Reschedule...

Request

Verify...
Med Mec Check...

Lock...
Unlock...

Shuffle...
Swap Resources,..

Reorder ...
Group Session

Link...

Unlink...

Option 3: Click on the Check-In icon on the Toolbar

[E— | |

1. You can also highlight the appointment in the grid area, and then click the Check-in

icon

9

at the top of your screen.

2. The Check In window will display and you will follow the same steps as in the above
methods of Check In.

The Outpatient in a Bed or Outpatient OB encounter will need to be manually
discharged by the OB Clerks.
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Work Queue Monitor (WQM)

With the CST implementation, all paper referrals and documents that are faxed to a
clinic will be accessed in Work Queue Monitor (WQM). Faxes will no longer be printed
on paper.

Work Queue Monitor (WQM) is a document management solution that enables
scanned/faxed documents to be routed to specific queues for review. From WQM, you
can associate documents to patients and visits, making them available in the patient’s
chart. This will streamline departmental processes by automatically populating work
queues for processing and also eliminate the need to print and scan documents.

Below is a screenshot of the Work Queue Monitor home page.

: CPDIWork Queue Monitor A = 5]
Task Workltem View Help B
fSEe 2 8 E - . Search: Q
' LGH Cast Clinic | LGH Chemo | LGH EEG | LGH IROP | LGH Ped Asthma | LGH PF Lab | LGH Rehab Services | LGH Trauma | L c Lss | LGH Wound Ostomy | SGH Ambulatory | SGH PRt [ »|
Date/Time | Blapsed Time | Status | Reason | Person Name M o
11-0ct-2017 1739 60d 16 hr Available Britlsh Gofumbla Antenatal Recod Part |
11-0ct-2017 17:39 60d 16hr Available e i e
110ct-2017 1740 60d 16hr Available e
120ct-2017 0912 60d Dhr Available ol | = -
160ct-2017 10:43 55d 23 hr Available s E
16-0ct-2017 11:56 55d 22hr Faxed i [ T
160ct-2017 1223 55d 21 hr New T T |
160ct-2017 1225 55d 21 hr Available x '".':“"‘,';L:“ ;:“_'-m ':: o et
160ct-2017 1229 55d 21 hr Clarify Ingufficient information/Incomplete  CSTSCHTEST. JOETRIAGE 70 T =
16-0ct-2017 1232 [55d 21 hr New
160ct-2017 1252 55d 21 hr New :
160ct-2017 17:07 55d 17hr Available !
160ct-2017 1711 55d 17hr In Frocess i
[ T
[= LT — =
4 i
4 m 3 I¢ ¢ ¢ ¢I

A. Menu Bar: Includes Task, Work Item, View and Help options.

B. Toolbar: Includes buttons or other window elements (such as Refresh, Open, Route, Fax,
Delete, New and Edit options).

C. Clinic WQM Queues: Each tab is for individual clinic’s WQM queue. When a new fax is sent
in, it goes directly to a specific clinic’'s WQM queue.
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D. A List of all Faxes: Displays all the faxes received in a specific clinic with information on
date/time, status, owner, encounter type etc.

E. Faxed Document Image: Displays the image of the fax sent to a clinic when a document is

selected from the list of faxes.

F. All Page View Bar: Displays each page of a document separately on the right hand side of
the screen. By clicking on a specific page number, the page displays in the faxed document

image area.

G. Task Bar: Includes functions such as Printer, Scanner, Page Navigation, Copy, Zoom in/out

etc.

Open a Document in WQM

Follow the steps below to open a faxed document in WQM:

1. Loginto CDI Work Queue Monitor. rﬂ

2. Click on the appropriate clinic queue/tab.

)

3. Double-click on the appropriate row in the queue to open the “Add/Modify Work Item’
window.

Print a Document from WQM

1. Click on the document that you would like to print.
2. Click on the Printer icon located at the bottom-right side of the screen.

Pae[ Mot AR E-O YR REO-TR @

3. Find the appropriate printer and click OK to print.

Link a Document to a Patient/Encounter

1. With the referral open in the “Add/Modify Work Item”, click on the Select Patient icon

N
L

2. 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).
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3. If you have found the correct patient, click only ONCE on their name to select, then click

Add Encounter.

NOTE: The patient may already have an existing encounter that is appropriate for this
document to be attached to. For instance, if information is arriving after the original
referral package was received, there may already be a Referral encounter. If an

appointment was already booked, there could be a Pre-Outpatient encounter.

case, you would select an existing encounter from the Encounter list.

4, Patient Search (=
| i) X “ou have not entered a valid combination to ssarch on the forsign system Close |
B PHN: WIP | Deceased | Alers BCPHN | MRN Name DOB Age Gender Addiess
[ - Interpreter Required 9878253312 700001660 CSTSCHEMPL, NANCY D14an2012 GYemis  Female 2454 highgth
AN [ Interpreter Fequied  SB7B874312 700003998 CSTSCHEMFI, FETE 02Feb2000 17 Yeas Male 105 E Kent A
‘ [ 9676708262 700005017 CSTSCHEMPL, MICKEY DUH997  20eas Male 1111 Howe §
[} Frocess Alen 676706228 7ODDDES3E  CSTSCHEMPY, JOHNNY 01-5ep1333  18'ears Male 11111 homer
Last M [ SETES41429 700007353 CSTSCHEMPLJRAC 11-0ct1943 74 Years Male 590 West 8th
[estschempi [ Interpreter Required 9876527087 700007576 CSTSCHEMPL PAULJOSEPH 02-Map-1950 67ears Male 9646 HIGHLA
Fist Name: [ SETESD4373 7O000VESZ CSTSCHEMP,JEFF 230ct1985  32Yeas Male 5528 Donald
[ [ 9676408326 700007891 CSTSCHEMP, RANDY 06:Mov-1977 40'ears Female 00E. 29%h 4|
OB [ SA7E4B7S7E 7O000VS26 CSTSCHEMPLWALKER ONE  D7-Nov-2010 7'esis  Undiferentialed 3355 Zombie
s —
Gender
[ Elliw ;
PostalZip Code
Facilty Encounter# | Wist# Enc Type Med Service Unit/Clnic | Fioom | Bed | EstAnival Date | Feg D!
A LGH Rehab OP 7000000015175 7000000015175 Pre-Ouipstient  Dccupational Therapy  LGH Rehab OP 24:Nov-2017 14,00
iy e My E e 7000000013132 7000000013193 efersl Neurology LGH RAN
A LGH Rehab OP 7000000015484 7000000015484 PreRecuring  Dceupational Therapy  LGH Rehab OP 27-Naw-2017 8:00
Encounter # A LGH Chemo 7000000015242 7000000015242 Risfenal Medical Oncology ~ LGH Chemo
S LGH Ren 7000000013101 7000000013168 Refenal Neurdlogy LGH RAN 06-Nov
Visit #:
[
Historical MR

Seaich FResat

‘ ‘

m
oK Cancel All Encourters

4. The “Organization” window appears.

5. Enter the “LGH Lions Gate Hospital” in Organization window and click OK.

In this

6. The EMPI window briefly launches to open the “Referral Management” conversation

window.
7. Click the Encounter Information tab to complete the below mandatory fields:

Encounter Type: Referral (auto-defaults)
Medical Service: Obstetrics

Reason for Visit: Add a reason for visit
Referring Provider: Select a Referring Provider

8. Click the Referral Info tab to complete the below mandatory fields:

Referral Received Date: Type “T” for today’s date
Referral Status: Select an appropriate status from the list

9. Click the Complete button to close the “Referral Management” conversation.

10. The “Referral Management” window opens with an Encounter Number and Visit ID.

11. Click OK to close the “Referral Management” window.
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Index a Document in WQM

All documents received in WQM must be indexed with an appropriate Document Type and
Status so they are stored appropriately in the Patient’s chart.

1. If sufficient information is provided to link the document to a patient/encounter, it is
appropriate to “Complete” the document. This will take it off the queue and save it in
the patient’s chart.

i. Inorderto complete indexing, enter the below fields in “Add/Modify Work
Item” window and click OK.

Document Type: Referral Other

Subject: Enter an appropriate name for the referral document (for
example, “NST Request Form”) (Note this is a free text box; if you do not
manually enter a Subject name, it will default to the Document Type)

Status: “Complete”
Performing Provider: Document, Scanned

Status:

Complete l:]

Available
Canceled
Clari

Supplemental

LWL L

2. |If there is not enough information to complete the document, the status should be set
to “Clarify.” This will keep the document in the queue until sufficient information is
obtained.

i Enter the below fields in the “Add/Modify Work Item” window and click OK.

Document Type: Choose the appropriate option from the list (it is
possible to leave this field blank if the type is not known)

Status: “Clarify”

Reason: Choose the appropriate reason [for example: select “insufficient
information/Incomplete” if the patient’s name is not listed, select
“missing pages” if an order is missing, or select “poor quality” if the
reports are illegible etc.]
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Status:
Gal’i‘f}" -

Reason:
Insufficient information/Incomplete ll]

mﬂm‘l r Ttic camplele
Missing pages

Multiple report

Poor quality

Translation required

ii. The below “pop-up” window may appear. Click Yes to continue.

CPDI Work Queue Monitor E3

| Continue the submissicn without completing the requested fields?

If you continue without completing requested fields, complications
may coour,

Document type

Person

ves || Mo

Scan a Paper Document to a Patient Chart

Paper documents that are received or generated during a patient’s visit need to be attached
to the patient’s chart. This will be done by faxing the document to your own clinic queue.

Follow the steps below to fax a document into WQM:

1. From afax machine, fax the document to the correct fax number for the clinic.

2. Loginto CDI Work Queue Monitor. £

Click on the appropriate clinic queue/tab.

4. Double-click on appropriate row in the queue to open the “Add/Modify Work Item”

window.

5. With the referral open in the “Add/Modify Work Item,” click on the Select Patient icon.

Lo |
g

6. 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).
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7. If you have found the correct patient, click only ONCE on their name, select the
Encounter for the patient’s current visit and select OK - do not create a new Encounter.

A Patient Search

| i) M Wouhave not ervered & wald combination to vearch on the foreign petbem Close |
BC PN WP | Diecesced | Alarts |ocem [ MAN | Hame |.oop | A | Gerder | A

¢ HNo Irbevpreter Hogueed  F87E0REN2  TOOOUTGE0  CSTSCHEMFL. NANCY MdandNZ SYeas Femske 24 Hghgdh
L Irkerprater loqueed  JTEOT4I2 700003990 CSTSCHDIMM.PLTL 02Feb-2000  17¥eats Mals T05E Kern Ay
T WTETR0Z  TO0005017 CSTSCHOMP, MICKEY OME1937  D0¥eams Male 1111 Howe 51
1] Process Alet BATETORR  TOOO0RS3A CHEWF JOHNNY 0 S5ep 1999 18Yems Male 11111 homes |
L FRLAZE TSI CSTS MR JRAL NOAIHI T Veas Make S Wl Bth
L Irbevpreter Hogueed  FE/ELEN0ET  TO000CS/E  CSTSCHEMAL PAULJOSEFH (EMap 1300 BT Yems Male FHE HIGHLA
L WTESMATI 00007682 CSTSCHOMPM, JEFT 230195 2Veats Male 500 Dronald |
o SITEASROR TOODOTRY1  CETSCHEMF, RANDY DB Mo 1977 40Wemz  Female ANE PMhal
L3 HEELTE N CSTSCHEMPAL WALEER ONE 07 How N0 7 Yews Urslifererhabod I35 Joimlan |
L |
Fally  [Emowims  Jvein  [Emclwe [MedSewn  [UrdCaw [ Aoon| Be] Bt fomalDale [ Rieyid

LGH Rehab OP 3 75 PreDupationt. i Thersgy  LGH Rehab OF Mo 2017 1400

LGM R&N TOOOOOM 3122 2000000013199 Redesnl Hearclogy LGH R&N

LGH Rehab UF PreRecurg U drond Thevay  LUGH Hehisb UF 2 Ner 2N 7 B0
LGH Chemo TOOOOO0IS242 7000000015242 Fredens Medicsl Oncology LGH Chema |
:‘LG'I Ay TOOOOOI 3101 2000000012160 Redensl Newrcloge LGH R&N oMo

Higtonc sl MAN:
Seach Beset
| P —

al
| CaddEncountes | 4B Encoungers |

& “"/I) =

8. In order to complete indexing, complete the below fields in “Add/Modify Work ltem”

window:

Document Type: Choose the appropriate option from the list (it is possible to
leave this field blank if the type is not known)
Status: “Complete”

Performing Provider: Document, Scanned

9. Click OK to close the “Add/Modify Work Item” screen and the document will drop off
the clinic’'s WQM queue.

Delete a Document in WQM

If a document on the queue is not appropriate to link to a patient’s chart, it can be deleted.
Follow the steps below to remove the document from the queue.

1. Right-click on the document that you would like to delete.
2. Click Delete to remove the fax from the queue.

CST Test Queue | Unknown Queue | LGH Breath Prog ‘ LGH Cardiclogy ‘ LGH Cast Clinic ‘ LGH Chemo | LGHEEG LGHIROF | LGH Ped Asthma | LGH PF Lab | LGH Rehab Services | Lt

Date./ Time
06-0ct-2017 1228 62d 22hr New
190ct-2017 1506 49d 19hr New

Open

Route

¥ou

Fax

Set Status to >
Combine

Unlock

& Delete I

| Hapsed Time | Status | Reason '] Person Name W MRN | Encounter Number | Document Type W Speciaties | Owner | Comments W Las
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Split a Document in WQM

When a multi-page fax is received that includes different documents types (ex: Lab Results,

Consent Forms, Imaging Reports, etc.), the clerk must “split” the document. This involves

dividing the document into different sections, linking them to a Patient/Encounter and indexing

them with the appropriate “Document Type” in WQM.

NOTE: Another reason why you may need to split the document is that multiple referrals have

been sent in one package for multiple patients. You would need to split out each patient’s

referral and link it to the appropriate patient and encounter.

Follow the steps below to split a document into WQM:

1. Follow the steps in the Link a Document to a Patient/Encounter section to link all pages
of the received fax to a patient/encounter.

In order to finish the indexing & splitting of the documents, complete the below steps in
the “Add/Modify Work Item” window:

2. In the “Add/Modify Work Item” window, select the first document preview located on the

far top right-hand side of the screen then click the “Split” T icon from the Toolbar
(located at the bottom of the right-hand side of the screen). The non-selected pages will
be removed from the current work item and placed in a new work item, which will be
processed later.

Aoty Wosk em

Task View ‘Weekkem Help
ATEH*->300d e 0@

=

2 vancouver - ; REGIONAL OR BOOKING FORM
CoastalHealth rovidence
[eep—— ey cetlces Enmrig saee HEALTH CARE
| Hospital Use Onfy  Required Fields - Balded Sections Site: LGH Lionsgate
’5’“'67 MRN Acct # Booking Form Received Date ORMIS #
Pricrity
— LEGAL SURNAME FIRST NAME MIDDLE NAME OR DATE
r— CSTPRODBCSN DAVID R
-
PHN Date of Birth pam i 0o vy Gender
Guese vy 5850494944 1870112120 M OF
Address City Province Postal Code Country
oGt 111 Robson & Vancouver BC VEE 248 Canada
E —
- Telephone Home Work Cell/Other Local Contact Mumber
Psdasring physicine 604-400-4044
'7 ! . P
— 3 Family Physician Dr. Krista Peeks Referral Date oo/ | 08101/2017
T - . - . 3
Referring Physician Dr. Krista Peeks First Consult Date wsoosvevyy | 0BO7/2017
Fasson p—
— ET;E?RING ;HYSICIAN Surgery Decision Date wwiwc: wn | DBOT2017
Family Physician CANCER [-] Mot Suspected Suspected || Proven
..u-u-éél Fige e BAE-OCAYYBEON-FIRX 1€
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3. Process the current item by selecting the appropriate “Document Type” from the
dropdown list and update the status to “Complete.”

4. Click the L button in the lower left corner.

5. The “Maintain Information” window will appear. If the documents are for the same
patient, then select “Maintain Patient Context,” if the next document type is also the
same, select “Maintain Document Type and Subject.” Click OK.

o5 Maintain Information @

| Maintain patient context

Maintain document type and subject

o [ oows ]

NOTE 1: If the next document is for a different patient, unselect the “Maintain patient
context” checkbox and follow the steps outlined in “Link a Document to a
Patient/Encounter” to link to a different patient/encounter.

NOTE 2: If the next document is a different type, do not select the “Maintain document
type and subject” checkbox. The appropriate Document Type should be selected in the
“Add/Modify Work Item” window.

6. Continue to split documents until all the documents are processed.
7. Click OK to close the “Add/Modify Work Item” screen.
8. The referral will drop off the clinic’s WQM queue.

Re-Routing a Document to another Clinicin WQM

Queues in WQM are the equivalent of fax lines. It is therefore possible for a document to end
up on the wrong clinic queue. Follow the steps below to re-route the document to the
intended clinic.

NOTE: It is good practice to notify the Referring Provider of the error so it is not repeated.

1. Inthe “Add/Modify Work Item” window, select the correct clinic queue from the Queue
Routing drop-down list.
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o~
Location: F
LGH Joint Replacement ACCESS Clinic =~
JRAC//LGH Joirt Repl Ent Ac i :
b British Columbia Antenatal Recesd Part 1
Document type: 1. Hospilal Attending phrysicians midwile: Rederring physician/ miduaie:
Subject Mather's name Date of hirth pomesvery | Age at EOD
‘ 1 * Wothars maidzn name Ethnic origin Language preferrad
Priority:
Routine - Oocupation Waork hra/day Mo, of sehooi yrs. con
Specialties :
Partner's name Aga Etfinic origin of newbam's | Partner's work
— father
Queue Routing : |
1 W ] Mare knowm Medications/herbals
(] Yas {reaction)
Last Contact — — -
u 3. Obstetrical Hidfary | Giravida Tarm Priaterm Abortion {Inducad Spor
- nata | Placeofbiths | Hrs.in | Gest. | Typs | Carinatal ¢

2. Click OK to close the “Add/Modify Work Item” window.

3. Click the Route icon on Toolbar to forward it to the correct clinic queue. Once it has
been re-routed, it should fall off the original queue.

:  CPDIWork Queue Monitor
Task  WorkItern  View  Help
: - - - -

| LGH Breath Prog | LGH Cardiclogy | LGH Cast Clinic | LGH Chemo | LGH EEG | LGH IROP | LGH Ped Asthma | LGH PF Lab | LGH Rehab

Date/Time | Elapsed Tme W Status | Reason “F Priorty W MRN /| Person Mame | Encounter Number | Dy
02-Jun-2017 15:22 |180d Ohr Available STAT 700006534 CSTSCHDEMO, NEWPATIENT 7000000010741 zz
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Update Referral Encounter in PMOffice

Referral Encounter Worklist in PMOffice displays a list of all the open referral
encounters for a selected location. The various functions performed by a scheduling
clerk in this worklist are reviewed below.

Change Referral Encounter to Pre-Register Outpatient

When a Referral is ready to be scheduled, the clerk books the appointment with the
Referral encounter. The encounter is then flipped from Referral to Pre-Outpatient using the
Pre-Register Outpatient Conversation.

It is vital that the encounter be updated to Pre-Outpatient so that it can be checked in
appropriately when the patient arrives. Also, if the encounter type is left as Referral, the
encounter will not appear in the “Past Due Arrivals” worklist.

e Open the Pre-Register Outpatient Conversation and search for the Person.

e Select the patient AND the Referral encounter before clicking OK.

Al Person Search
| i) % “ouhave not entered a valid combination to search on the fareign system. Cloge
=
BLC PHM: VIP Alerts  BC PHM MRM Mame DoB Age Gender Address Ad
14 9376488326 70000731 CSTSCHEMPI RAMDY  08-Mow-1977 40%ears Female S00E. 29th Ave.
MAN:
Last Mame:
cetechempi
First Marne:
randy
DOR
P =l
Gender.
hal [ >
PostalZip Code:
Facility Encounter # Wisit # Enc Type Med Service Uit Clinic: Room B ™
A Phona Mumber »§§ LGH Bieath Prog 7000000017170 7O00000017172  Outpatient Respiralogy LGH Breath Prog
:ﬂ LGH Ra&N 7000000017133 7000000017141 Pre-Outpatient Neurology LGH RaM
£ " :ﬂ LGHRehab OP 7000000015175 7000000015175 Pre-Outpatient Occupational Therapy  LGH Aehab OP
pcounie Ml LGH Med Imaging 7000000016785 7O0O0000TETES  Pre-Outpatient  Medical Imaging Li5H Med Imaging
:ﬂ LGH Ra&N 7000000076364 FOOOOOO0TERE6E  Pre-Outpatient Neurology LGH RaM
Vigit #: :ﬂ LGH Wasc Access 7000000016931 7FO000000TE933  Pre-Outpatient Wascular Surgery LGH Vasc Access
:ﬂ LGH Lions Gate 7000000200733 7000000200734 Pre-Outpatient OB Family Practice LGH LD
Historical MAM: 4] LGHRehab OF 70000000754 000015484 Pre-Recuring Occupational Therapy  LGH Rehab OF
:ﬂ LGH Chemo 7000000016096 70000 Pre-Recuring Medical Oncology LGH Chemao
M LGH Ran 7000000013132 7000000013 Feferal Neurology LGH RaM
Search Resst zﬂ LGH Chema 7000000015242 7000000015242 Refenal Medical Dncology LGH Chema
:ﬂ LGHRehab OF 7000000015735 7000000015735  Refenal Occupational Therapy  LGH Rehab OP w
MPI Search < >

Cancel Presview.. Add Person Add Encounter

e The EMPI window briefly launches.

e Click Encounter Information tab to select the appropriate Pre-Outpatient encounter
(Pre-Outpatient in a Bed or Pre-Outpatient OB) in Encounter Type drop-down list and
update Referral Status to Accepted.
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i Pre-Register Outpatient = B
Medical Record Number Encounter Number Last Name First Name. Middle Name Preferred Mame Previous Last Name
700007891 7000000013132 CSTSCHEMP RANDY
Maiden Wame: Date of Birth: Age Gender BC PHN: Pre-Ren Status
06 Mow1977 =[] [40v Female v| [9876488326 Incomplete v e
ALERTS | Patient Information Encounter Infomation | nsurance | Insurance Summary | Additional Contacts,
~
Encournter Type Medical Service: Reason for Visit: Reternal Source: Refenal Status:
Pre-Outpatient 08 | [Neurdlogy v | [reason for visit w| |Accepted v
Location
Facility: Building. Urit/Clinic: Accommodation Reason: Pratient Accom Requested: Accom Form Signed:
LGH RAN LGH RaN v | LGHRAN v v v
Care Providers
Attending Provider: Primaty Care Provider [PCP).  PCP Yarfied? Referting Provider
Baggoo, Alan Kieth, ML | v | |Baggoo, &lan Kieth, ML/ [,
Patient Privacy
Wisitor Status
v
Comment
Comment:
Previous Comments:
Account Data
v
Complete Cancel
Ready P0783 TEST.SCHEDCLERKADY DFFeb2018  10:12

NOTE: Pre-Outpatient in a Bed encounter type is for Inductions. Pre-Outpatient OB
encounter is for NSTs, ECVs, Iron Infusions, and Outpatient Betamethasone Injections

e Click Complete button and the “Document Selection” window pops-up.

e Click OK to close the “Document Selection” window.

Discharge Referral Encounter

When a referral encounter needs to be discharged because of cancellation or rejection, the

clerk can discharge the encounter using Referral Encounter Worklist.

e Open the Discharge Encounter Conversation and search for the Person.

e Select the patient AND the Referral encounter before clicking OK.

e Update Referral Status, Discharge Disposition, Discharge Date and Discharge Time.

Dizcharge Information
Dizcharge Disposition: Dizcharge Date:

04-Dec-2017

Dizcharge Time:

S+ 101

e Click Complete to complete the discharge and close the window.

Ma Further Service -
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External Referral Triage

The External Referral Triage process is initiated when a Provider/Clinician faxes a referral
form to a clinic. The faxed referral form will automatically generate an item in Work Queue
Monitor (WQM) that will be routed to a specific queue for review.

The clerk in the receiving clinic will find the new referral on their WQM Queue, link it to a
patient/encounter and index it to send the referral to the Triaging Provider. Once the
referral is reviewed, the clerk will be notified of the decision by the Provider. At this point
the referral can be scheduled or rejected based on instructions from the Triaging Provider.

Follow the steps below to process an external referral that requires triaging.

Process a Referral in WQM

1. Refer to the “Open a Document in WQM” section to open the faxed Referral form.

2. Referto the “Link a Document to a Patient/Encounter” section to associate the faxed
Referral form to the appropriate patient/encounter.

3. Referto the “Index a Document in WQM” section to specify the document type and
status.

The referral has now been sent to the Triaging Provider for review. The Provider’s
decision regarding next steps will be communicated verbally to OB Nurse or OB Unit Clerk.

Accepted Referrals

4. When a Referral is accepted the Triaging Provider/Clinician will notify the clerk, the clerk
will schedule an appointment or add the request to the Waitlist depending on the Clinic’s
practice.

Schedule Appointment

i. Referto the Appointment Scheduling section to book an appointment. Use any of
the three scheduling methods.
e When performing the Person Search (step 4), select the patient AND the
Referral encounter before clicking OK. By doing this the appointment will
be linked to the existing Referral encounter.
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ﬁ Person Search @
BC PHM: WIF Deceased Alerts BC PHN MRN Mame Doe Age
7] Interpreter Required 9878171163 700002133 CSTSCHTEST, MATE REFREG 01-Jan-1980  37Y
FARM: £ Mo 9878103913 700002315 CSTSCHTEST, BARRY 01-Jan-1980  37Y
4] 700002337 CSTSCHTEST, ALEXIS SCHEDEXPERT  01-Jan1990  27Y
Lz s 41 9878174628 700002376 CSTSCHTEST, STHEATHER 224ar1976 41 |
catschtest | S8VE17I285 700002395 CSTSCHTEST.BJORM 01-Jan-1970 47|
) £ ez 9876747739 700005708 CSTSCHTEST, DECEASED 01-Jan-1980  37Y
st ey £ Ves 9876747721 700005709 CSTSCHTEST,ZOMEIE OlJand980 37V
4] 9E7ET1 4 70000322 CSTSCHTEST. JRAC 07-Aug-1963  54Y
DOE: 44 SB?E?12MSTSCHTEST,NATEHECUHHING 01-Jan-1980  37Y
i & 987E708285 F0000G4S STSCHTEST. JOETRIAGE 08-Sep-1964  53Y
Gender 4] 937E504105 FOOOOF708 CSTSCHTEST, BABY 19-Jan-2017 10k
£ Mo 987E501955 700007784 CSTSCHTEST.ARLENE 18-0ct-1965  52Y
| 4] 987E487704 700007915 CSTSCHTEST, ABIGAIL 0B-Maow-1994  23% -
Postal/Zip Code: 4 T v
&y Phane Humber: Facility Encounter # Wigit # Enc Tupe Med Service Unit/Clinic Foom Bed Estd
A LGH FF Lab 7000000010025 7000000010073 Referral Rezpiralogy LGH FF Lab
Encaunter & :ﬂ LGH R&N 7000000010367 7000000010423 Pre-Outpatient  Neurology LGH R&N 18-5
:ﬂ LGH RASC 7000000010581 7000000010643 Pre-Outpatient  Meurology LGH RASC 25
- Al LGH Rasc 7000000010586 7000000010648 Pre-Outpatient  Meurology LGH R&SC 2585
Wi A LGH Rast 7000000010521 gZ000000010683  Pre-Outpatient  Meurology LGH R&sC 55
Al LGH Rast 7000000010634 7OUTSEQLOEIE  Pre-Outpatient  Meurology LGH RASC 255
Historical MAN: - ILGHRAN | 70000000 7 | 70000000 = Refermal ] ]
:ﬂ LGH RaMN 7000000010906 7000000010368 Pre-Outpatient  MNeuralogy LGH RAMN 0z2-0
. :ﬂLGH Breath Prog 7000000015761 7000000015761 Pre-Outpatient  Respirolagy LGH Breath Prag 0N
Search Reset :ﬂ LGH OCCMDC 7000000013593 7000000013660  Pre-Outpatient  Infectious Diseases  LGH OCC MDC 16-N
:ﬂ LGH RaMN 7000000016724 7000000016124 Outpatient Meurology LGH RAMN 0&-D
MFI Search Al LGH OCC Urniver 7000000013265 7000000013332 Outpatient Cardialagy LGH OCC Uriver 08-H
:ﬂLGH OCC Univer 7000000013169 7000000013236 Outpatient Cardiology LGH OCC Univer 07N
Fl T 2
l Ok ‘ Cancel I l Freview. .. ‘ Add Perzon I Add Encounter ‘ l Todify

ii.  When the appointment is scheduled in a Pending state, click on the Confirm

button.
iii.  Click OKin the “Confirm” window.
e Since the appointment is already linked to the Referral encounter, the
Encounter Selection window will not open.
iv.  Follow the steps in the “Change Referral Encounter to Pre-Register Outpatient” to

update the encounter.

Rejected Referrals
6. When a Referral is rejected the Triaging Provider/Clinician will notify the clerk, the clerk
will notify the Referring Provider (clinic dependant) and discharge the Referral encounter.
i.  Follow the steps in the “Discharge Referral Encounter” section to discharge the

encounter.
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Referrals Requiring More Information

7. When Triaging Provider/Clinician requests for any additional information, the clerk will
follow-up with the Referring Provider or patient to get the missing information. When the
new information is received, it must be indexed to the same patient/encounter in WQM.

Process Additional Documents in WQM

i.  Additional information should be sent in via fax so an electronic version can be
linked to the patient’s chart. If the additional information is received on paper,
follow the steps in “Scan a Paper Document to a Patient’s Chart” to get the
document into WQM.

ii.  When the requested information is received in WQM, follow the steps in the “Link
a Document to a Patient/Encounter” section to link the document(s) to the existing
patient and Referral encounter.

iii.  Follow the stepsin the “Index a Document in WQM” section to link the document
to the appropriate Document Type.

Additional Referral/Triage Scenarios

Scenario 1: Fax is sent to the incorrect queue.

While reviewing the faxed referral in the “Add/Modify Work Item” window, the clerk identifies
that the fax has been sent to the incorrect queue. Follow one of the two options below to have
the referral forwarded to the correct clinic.
» Option 1: Re-Route the referral to the appropriate queue (this is only an option of the
clinic the referral should be re-routed to has a queue in WQM)

1. Inthe “Add/Modify Work Item” window, select the correct clinic queue from the Queue
Routing drop-down list.
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o~
Location:
LGH Joint Replacement AccEss Clinic =~
JRAC//LGH Joirt Repl Ent Ac i :
b British Columbia Antenatal Recesd Part 1
Document type: 1. Hospilal Attending phrysicians midwile: Rederring physician/ miduaie:
Subject Mather's name Date of hirth pomesvery | Age at EOD
‘ 1 * Wothars maidzn name Ethnic origin Language preferrad
Priority:
Routine - Oocupation Waork hra/day Mo, of sehooi yrs. con
Specialties :
Partner's name Aga Etfinic origin of newbam's | Partner's work
— father
Queue Routing : |
W ] Mare knowm Medications/herbals
(] Yas {reaction)
Last Contact — . -
u 3. Obstetrical Hidfary | Giravida Tarm Priaterm Abortion {Inducad Spor
. nata | Placeofbiths | Hrs.in | Gest. | Typs | Carinatal ¢

2. Click OK to close the “Add/Modify Work Item” window.

3. Click the Route icon on Toolbar to forward it to the correct clinic queue.

:  CPDIWork Queue Monitor

Task

Q:><h

NorkItem  View  Help
p (B0 | 3| L S~ .

| LGH Breath Prog | LGH Cardiclogy | LGH Cast Cliic | LGH Chemo | LGH EEG | LGH IROP | LGH Ped Asthma | LGH PF Lab | LGH Rehab

'CST Test Gueue ||

Date/Time | Elapsed Tme W Status | Reason “F Priorty W MRN /| Person Mame | Encounter Number | Dy
02-Jun-2017 15:22 180d Ohr Available STAT 700006534 CSTSCHDEMO, NEWPATIENT 7000000010741 zz

» Option 2: Notify Referring Provider of the error and link the referral to an encounter
that will be discharged.

1. Follow the steps (1 to 7) from the “Link a Document to a Patient/Encounter” section.

2. Click the Referral Info tab to complete the below mandatory fields:

Referral Received Date: Type T for today’s date
Referral Status: Select Cancelled from the list
Cancelled Reason: Select an option from the list

Click the Complete button to close the Referral Management conversation.
“Referral Management” window opens with Encounter Number and Visit ID.

Click OK to close the “Referral Management” window.

o v kAW

In order to complete indexing, enter the below fields in “Add/Modify Work Item”
window and click OK.

Document Type: Choose the appropriate option from the list

Status: “Complete”

Performing Provider: Document, Scanned
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7. Log into PMOffice and open the Discharge Encounter Conversation.
8. Search for the patient, select the patient AND the Referral Encounter. Click OK.
9. Enter the below fields to complete the discharge of the encounter

Discharge Disposition: no further service
Discharge Date: type “T” for today’s date
Discharge Time: type “N” for current time

10. Click Complete to close the “Discharge Encounter” window.

11. Notify the Referring Provider of the error and have them send it to the appropriate
clinic.
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External Referral without Triage

The “External Referral without Triage” process involves receiving a new referral on a
WQM queue, booking the request in SchApptBook (depending on clinic practice) and
completing the indexing of the document in WQM with the appropriate encounter.

Refer to the “Open a Document in WQM"” section to open the faxed Referral form. If the
patient can be scheduled right away, refer to the steps below.

Schedule an Appointment

i.  Keep the Referral form open for reference and open the SchApptBook.

ii. Follow the steps in the “Appointment Scheduling” section to book an appointment
using any of the scheduling methods with a “Pre-Outpatient Outpatient in a Bed or
Pre-Outpatient OB” encounter.

Process the Referral in WQM

iii.  With the referral open in the “Add/Modify Work Item”, click on the Select Patient

icon ==,
iv.  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).

v. If you have found the correct patient, click only ONCE on their name to select, then
select the existing “Pre-Outpatient Outpatient in a Bed or Pre-Outpatient OB”
encounter from the Encounter List and click OK.

vi.  Refer to the “Index a Document in WQM"” section to specify the document type and
status.
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Viewing Appointment Details

In order to view specific details associated with an appointment, click the appointment
inside the Appointment Book. Once that appointment is selected, select Inquiry,
Appointment View from the menu. This will open the “Appointment View” window that
displays specific information associated with the appointment.

Actions

Add Mew Appointment

—@ Book Request

Confirm Request

Remove Request R —

FIE]

; Recur Appointment
5o
i E Mavigation »
E E Inquiry v | C Appointment View D
-7}
% % Report 3 Appointment History View
bl e
- Applications L Appointment Inquiry
Person v Request List Inquiry
Slots » View Appointment Information...
:PT ! Resources [ PT I “.I'I'!'.. Lz PT p'LEI.d’iiﬂ, Geraldine __.I
2 LGH ...
E Book Settings b
{ IGHRehabOP
T TestCST, Fi i LGH Rehab
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Appointment View

General | Event Details | Rescurces | Instructions | Guidelines | Scheduling Comments | Orders | Protocol Components

Appointment Information
Appointment type:  Rehab Adhritis Mew - PT
Scheduled as: Rehab Arthritis New - PT

Location: LGH Rehab OP
Person Name Enc Type MRM Enc Status  Sex Home Phone Business Phone DOB 55N
CSTSCHEMPI, RANDY Pre-Recuming 700007851  Preadmit Female 06-Maov-1577

Curmrert State Information

State: Corfirmed
By: TestUser, ClefcAdvanced-Scheduling  24-Mov-2017 1117
Medical record requested: Mo

Status of medical record request:

Click on the different tabs to view the detailed information about the appointment.
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Viewing Appointment History

In order to view specific details associated with the history of an appointment, click that
appointment in the Appointment Book.

Once that appointment is selected, right click the appointment, and select Inquiry, then
Appointment History View from the menu. This opens the “Appointment History View”
window that displays specific information associated with the states that have been
associated with the appointment.

Actions

Add Mew Appointment

Bock R st
—@ COE REQUE

Confirm Request

Remove Request

I

% Recur Appointment
z e
i E Mavigation 3
% I
g E Inguiry »
I T Report » Appointment History View
Gl
- Applications » Appointment Inquiry
Person ' Request List Inquiry
Slots b View Appointment Information..,
PT ’ Resources y [PT | Murry, Liz PT [0’Laughlin, Geraldine __:l
‘A LGH ...
; Book Settings »
% LGHRehabOP I
th TestCST F o LGH Rehab ‘

The “History View” window will display.

Appointment History View i
-1 Rehab Arthritis New - PT General | Event Details | Resources | Instructions | Guidelines | Scheduling Comments | Orders | Protocol Componell &

Schedule1

- Book Appointment Information

L E Confirm Appointment type:  Rehab Arthritis New - PT
Scheduled as: Rehab Arthritis New - PT
Location: LGH Rehab OP
Person Name Enc Type MRN Enc Status  Sex Home Phone Business Phone DOB SSN
CSTSCHEMPI, RANDY Pre-Recuming 700007851 Preadmit Female 06-Mov-1577

Click on the different tabs to view detailed information about the appointment.
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Hot Keys

In Appointment Book, there are several places where hot keys can be used.

Pressing ALT + any underlined letter will perform that action the same as clicking with the
mouse. Below are several examples of actions that can be performed using hot keys.

ALT+T: Opens the Task menu.

r

Scheduling: Scheduling Appointment Book
Task Edit View Help

| ®Back-= B @ || WM
@ APBIBEBL @

From here it is possible to navigate through various actions like modify by using Shift+M or
by pressing the up and down arrow keys. Pressing TAB will move to the next menu, Edit,
then to View and so-on.

NOTE: Actions will be available only if the user has clicked on an appointment in the
appointment grid.

Scheduling: Scheduling Appointment Book

Edit View Help
Suspend [ mE% T

Change User

Change Password...

Print Setup...
Print Preview
Print... Ctrl+P

Print Screen...

Confirm... s ﬁppointmentl

Contact... -
Bookshelf - Ba

Modify...
Reschedule .
| &
Hold... Slel=
c| 2=
Cancel... '-% Il | O
< |
% N | =
Mo Show... o] 8|5
ol &
o|a |
Verfy.. .

Med Mec Check...

CheckIn...
Check Out...
Patient Seen...

Batch Reschedule... PTIF Trea
BEPT

Lock..

Date: January 29, 2018 Page 66 of 70



Patient Scheduling — Maternity Clinic Training Manual

When scheduling an appointment, pressing ALT+A will move the cursor to the Appointment
Type prompt, pressing ALT+P will move the cursor to the Person Name prompt, and so on.

Within an Accept Format Field or an Order Entry Format:
The TAB key will move the cursor to the next prompt.
SHIFT+TAB will move the cursor back one prompt.

Pressing ENTER with the pointer on an ellipsis, or any button is the same as clicking with
the mouse.

With the pointer on a prompt containing a list, the up and down arrows will scroll though
the available options.

ALT+M will perform the same action as clicking Move. ALT+C will clear.

Books Appointment |

*Person Mame: +  Move b

|Gau:||:uerr'_.r. Patricia

“Appointment Type: i
| MM Scan IZI
*Appointment Location:

=

Pressing ALT+W at any time will take the cursor to the WIP. The up and down arrow keys
navigate up and down the tree.

Pressing ALT+S functions the same as clicking Schedule when ready to schedule.
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Waork in progress:

Reguest

=-#% Gadberry, Patricia Schedule |
B MM Scan
E| Current 5chedule |
=] BE NM
: Becur
L5 NM Scan Room g
L% Patient Suaggest |

Selecting Multiple Items

There are several instances when selecting multiple items at the same time is necessary,
such as selecting multiple appointments in the suggest window.

Complete the following steps to select multiple items from a list:

Highlight the first item to be selected in the list, hold down the SHIFT key, and press the
down arrow key. This will select one additional item at a time.

Highlight the first item to be selected in the list, hold down the SHIFT key, and click another
item in the list. This will select the first item selected, the last item selected, and all items
in between.

Highlight the first item to be selected in the list, hold down the SHIFT key, and press the
END key. This will select the first item highlighted and all subsequent items all the way to
the end of the list.

Highlight the first item to be selected in the list, hold CTRL, and click any other items to be
included. This will select only the values that were clicked on while holding down the CTRL
key.
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Reports

To Print Reports from the Scheduling Appointment Book, follow the steps below:

1. Click on the Appointment Report Icon in the Toolbar. %

2. The Screen Below will appear:

& Schedule Report = @

Task Edit View Help

Person | Resource | Location | Request List |

Report:

Standard Person Appointment tinerary (Postscript) -
Person:

Start date: Start time:

27-Mow-201; 2 B o =

End date: End time:

27-Mow-20T; 2 E 235 =

Prirter:

Copies:

1 =

[ E-mail l [ Prirt l [ Save As ] l View ] l Clear ] l Close
For Help, press F1 PRODBC TEST.SCHEDCLERKADV Monday, Movem

Select the appropriate tab (Person, Resource, Location or Request List).
Select the desired report from the drop down box.

Set filters of resource, person or location.

If appropriate, set start and end date of report.

Select the number of copies to print.

© N o v & Ww

Select printer from drop down box.

TIPS: To set default printer in all screens, right click on the selected printer and select
“Set as Default.” This will stick for the time that the user is logged onto the application.
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Patient Scheduling — Maternity Clinic

Training Manual

Help Files

When you have a question about how to use something in the scheduling appointment
book, or you see a message or error that you don’t recognize, you can use your Help Files

to search for the answers.

The Help Files are accessed in the scheduling book by clicking Help in the Task Bar. Then

click HNA Help Topics.
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About Appointment Book
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A Cerner Help Topics window will open. Look for the topic by typing in the Search box.
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Getting Started

Tips and TRcks in Appaintment Book

Defining User Preferences Using Appointment Book

Using Hat Keys in 8

Adding and Removing Schiduling Locks Using Appamtiment Book

!‘1 ke
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When you find the topic you are interested in, click on the link to read it.
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