JUMP -~

Joining Users from Multiple Platformr

- CabellHuntingt
Marshall Health = HBQE;?% g

7~
< cerner

Healthlink Advisors™

Scheduling/Win32
Participant Guide

Scheduling/Win32 Training Guide
Confidential CHH/Marshall University Document



Table of Contents

1 INErOQUCTION ettt ettt e s bt e e s bt e e s bt e e sabee s saseesenneesbeeenas 5
1.1 OVEIVIEW ittt bbb r e e s b e e s s ae e e s seabae e e s eaas 5
D O 1V oYLV o) Y o] o] = - SRS 6
P R Yol o B o F T QN GIVES o]0 41741 { o] POUNUNO R 6
3 Basic Functionalities of SChapptbooK ... 9
0 R o =1 o T8 I s T T T T T T T U U P PP 9
3.2 LOBEING QUL e s e s e s e e e s e s e s e e e s e s e e e e e e e e e e e e e e e e e e e e e e e e aenenns 9
4 SettiNgG Prefe@rENnCeS ..ooi it e e e e e e et e e e e e nreaa s 10
ot N O =T o T d Y T RSP 10
4.2 BOOK Pref@rENCES ....ooiueiiiieiieeieete ettt ettt ettt et s e s e s e aeeenee s 10
4.3 LOCAtiON PreferEnCeS. ...couiiiiieiieee ettt 12
5 Overview of Scheduling Appointment Book Toolbar and [cons..........cccccvvieeeeeiieccccnriineennnn. 16
5.1 Components of the Scheduling Appointment BOOK ...........ccceeeiviieeeiniciiiee e, 16
5.2 OVErVIEW Of LOCKS ..coiuiiiiiiiieee ettt s 17
5.3 OVEIVIEW OF ICONS ...ttt e s 18
5.4  Difference between Request List Inquiry and Request QUEUE..........ccccvvveeeeeeeeercnnnnen. 19
6 Scheduling an Exam (APPOINTMENT) .......uiiiiiiiiiee et e e e e e e e earae e e 21
6.1 Suggested Scheduling Method...........c..uuiiiiiii oo 21
6.2  Dragand Drop MEethod ... e e e e e e e 29
6.3  Scheduling Recurring APPOiNtMENTS......ccoieiiiiieciiiiiiee e e e e e e e 34
6.4  Modify a Recurring APPOINtMENT ........vviiiiiiiiiiiceeee e e e 40
7  Viewing Schedules Via the BOOKShElf...........oueeeeiiiiiiiiiiiiiee e 41
7.1 Select the BOOKSheIf........couiiiiiieee e e 41
7.2 Scheduling Multiple APPOINTMENTS ...cccccuviiiiieiiei e e e e e e eeans 43
8 Protocol Appointment Scheduling (Radiology ONly) .......c.eeeeeeiiiieeciiiieeeceee e, 51
8.1 Schedule a Protocol Appointment ...........uuviiiiiiii e 51
8.2  Cancel Protocol Appointments via Appointment Inquiry (Radiology Only) .................. 56
8.3  Cancel Protocol Appointment via Grid Area........cccccuviieieeiie e 59
2

Scheduling/Win32 Training Guide
Confidential CHH/Marshall University Document



8.4  Cancel Protocol Appointment via TOOIDar ........coovvvciiiieiieeieeieeeeee e 61

8.5  Reschedule Protocol Appointments via Appointment Inquiry (Radiology Only) .......... 62
8.6  Reschedule Protocol Appointment via Grid Ar€a .......oocuveeeeriveeeiniiieee e e 66
8.7  Reschedule Protocol Appointment via TooIbar ........ccoocviviiiiiieiiie e 70
9  Group Appointments (MOMS ONIY) ....cccciiiiiiieeieeeee et e e e s e e saa e e esareeens 74
9.1  MOM'’S Group APPOINTMENT ..cccueiiieiiiiiiee ettt e e e s e e s saree e e s saar e e e e snaeeessnanees 74
9.2  MOM'’s Resource APPOINTMENT .....cccociiiieieiiieee e e e e e e raaa e e e e eanes 82
10 Walk In NEW Pati@nts .....cooiiiiiiiiiiiiee e e s 91
10.1  Add @ NEW PEISON .ottt 91
0 R 1 1= o o 211 1 o V- SE 95
12 Searching For/Checking In @ Pati€Nt.........ccccueeiuieiiieiiecieecee ettt e 95
12.1  Search by the Patient Name......ccoouiiii i e e e 95
NI Y -T-1 ol T ¢ 1V o Yot 1 d o ISP UPRRRIRR 97
12.3 Checking in the Patient using the BOOK .........ccccueiieiiiiiiiiiiiiiie e 98
13 Performing Actions on APPOINTMENTS......cciiiiiciiiiiiieeie e e e e e 100
13.1  Printing @ Patient’s [HINEIary .......coccuiii ittt 100
13.2  Mark Appointments as NO SHOW ........coviiiiiiiiciieeee e 101
13.3 Link to an Existing Appointment/ReQUEST ........cc.ceecuiieeiiiieeiiieeeee e e 103
13.4  Link to @ NeW APPOINTMENT c.occieiiiiiieeeee ettt e e e e earae e e e e e e e e e enannees 103
13.5 Shuffle Appointments Via TOOIDAr........coiiiiiiiciiieeee e 105
13.6  Shuffle Appointments Via Grid.......cccveeeeiiiiiiiiciiiieeeee e e e 107
14 MOAIFICATIONS ...ttt e s 111
14.1 Modify Appointment INformation ........ccccoeeeciiiiiiec e 111
14.2  Modify Patient INnformation .........cceuiiiiieii e 113
15 Viewing Appointment DetailS.......cccccueiiiiieei e 115
15.1  APPOINTMENT VIEW .o e et e e e e e e e e et e s e e e e e e e easaaeeeeeeeenees 115
15.2  Viewing Appointment HiSTOrY ....uuu i e e e e e e et e e e e e eeeees 116
16 ReEtaiNING ENCOUNTEIS.ccuiuuie e i e et e e e e ettt e e e e e e e e ettt e e e e e e e eeest s e eseeeseassannnaeeeeeereesnnnnns 118
17 Associating Orders With @n ENCOUNTET ......eiiiiiiiiiieieeiee ettt e enrreeeee e 124
18  Prior AUTNOIIZAtIONS. ..ccuuiiiiiiie ittt s 126
19 Blocking Schedules (Managers ONIY) .........cuueieoiiii e 136
20 Types of SChedule INQUINY........uviiiiere e e e e e e e e e earre e e e e e e e e e naneaees 140
3

Scheduling/Win32 Training Guide
Confidential CHH/Marshall University Document



DL I R =Y Yo Y o T 1 o [V T Y P 140

20.2  RESOUICE INQUITY eieieieieieiiieieieieissssesesesssesesesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssenes 143
20.3  LOCALION INQUITY s e e s e s s e s e s e s e s e e e s e e s e e e e e e e e e e e e nns 146
21 Work Queue Monitor (WQIM) ......cocuieeiiieeciieesieeesieeeteeeseee e e stee e svee e s aeeessaeeessseeensaeesnaeeens 149
21.1 Completing @ WOrK EEM ....cei it 150
21.2  Adding a SigNature REQUEST .......uuiiiiiiiiie ettt e e s e e e aae e e s s 151
21.3  Indexing to Clarify STAtUS .....ccccciiie i e e 153
21.4  Faxing @ WOrK HHEM oot e e e e e e e e e e s e nnneeees 154
21.5 RoOULING @ WOTIK IEEIM ot e e e e e e e e e e st e e e e e e s e s nnnnnenees 155
21.6  SPlitting @ WOTIK [EEIM ..eeeeeeeeieeeee e e e e e e e e e e e e e e nnneeees 156
22 Scheduling USIiNg WQIM ........uiiiiiiiiiiecciiee ettt ettt e st e st e e s sate e e e s ssaae e e e ssanaaeeessaneeeenns 159
22.1 Orders to Scheduling using the Request List QUEUE........cccccuveeeeeiiieeeieiiieee e 159
23 Print Daily SChedUIe REPOIT ....cciiiiiieeeciiie ettt ettt e e e e e s saae e e e ssaaeeeenns 171
24 View Schedules WeekKly VS Daily ......cccccuiiiiiiiiiee it esitee et e et e e ee e s svaee e e saanee e 173
25 PRYN ettt b e bt s b e e bt e e bt e nbe e sareenneeeaneennees 176
25.1 ENroll @ NEW ProVider .....cc.eiiiiiiiiiieeieeetecee et s e 176
4

Scheduling/Win32 Training Guide
Confidential CHH/Marshall University Document



1 Introduction

Cerner Scheduling Management is a scheduling management system that is accessed from
PowerChart via the Scheduling Appointment Book. It automates the appointment scheduling
process by managing a single schedule across the organization within a single-facility or within a
multi-facility setting.

The Scheduling application is also used to pre-register and complete full registration of patients
by creating an electronic encounter for each visit. A patient’s current demographic and
insurance information is captured when they are registered, which is used for electronic billing.

1.1 Overview
The course participant will be able to access, navigate and use Scheduling Management
(Schapptbook). The training course will cover several topics including, but not limited to logging
into Schapptbook, Components of the Scheduling Appointment Book, select a Scheduling
Bookshelf, Patient Scheduling, Scheduling to Orders, Appointment Inquiry, and Scheduling
reports.
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2 Overview of AppBar

Use the AppBar to access OneChart applications. The AppBar enables easy access to multiple
applications without requiring you to log on each time you open one.

Before your initial use of the AppBar, customize it to include the appropriate applications for
your workflow.

2.1 App Bar Customization

Complete the following steps to customize the AppBar:

1. Click the Cernericon to open the Menu options.

SCHEDCLERK2.80004 a
N
ey
Suspend v m g E &

Change User..

Change Password.
Apphcations...

Customize

H ¢

<Je]e

Always On Top
Flost
Large Buttons

Help.
About Cerner AppBar

Bat

e Suspend — allows you to suspend your current session and when you resume
takes you right back to your Last window.

Resume Session - SCHEDCLERK2/80004

Password

Domain

e Change User — allows a new user to log in (and logs the previous user off)

e Change Password — Do not change your password here as it is only changing the
App Bar password.

e Applications — has the list of Application Groups that the User has access to.
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Application Groups

[ SCHEDCLERK2.B0004 ~
(53 Application Bar

} EMDI

} Charge Services: Charge View Only

"~} Disoemn Analytics: Users

iscemn Explorer: User

acument Imaging: Commaon and Doc Lib

Document Imaging: Modily

—} HNA Comman

3 P1 Registration kMamt: Cony Launcher

"} P1 Registration Mgmt: P Locator-Run

1 Registration Mamt: Reprint Documents
" P1 Registration Mamt: Users
—b P1 RM Conversation: Add Persan ha

Cancel

e Customize — allows the user to add buttons or change the order that the buttons
appear on the AppBar. Click Custom and the Cerner Customize Cerner AppBar
window opens. You can Check or Uncheck the “Always on Top”, “Float”, or
“Large Buttons” boxes

Customize Cemner AppBar

Options | Buttons

Launch Bar States

[v] Abways on Top
[+/] Float

| Large Buttons

OK Cancel

e Click the Buttons Tab and place a checkmark next to any application button that
is needed or remove the checkmark from those that are not needed. Within this
window, staff can move the location of a button on the AppBar. Left-click on the
Name of the application, then left-click the up or down arrow until it appears in
the desired location on the list. Repeat this until all buttons are in the desired
order.
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Customize Cerner AppBar

Options | Buttons

Show these apps as buttons:

IApphcaIlonI Product 2

-ﬁ'Access Management Office ERM
m ;__’;- Charge Viewer Charge Services

& Conversation Launcher Person Mgt
m ﬂ Documents Person Mgmt
W (% Encaunter Location Histary Vie..  Person Mamt ﬁ
m B2 Powerchart HMA Move ezl epeEe
m [ Scheduling Appaintment Book Scheduling D

elete space

m =} Scheduling Reports Scheduling G
W = CD1 wark Queue Moritar
O DAnsSIhes\a Record Viewer SuigiNet
(] DDB Dacument Maintenance Surgitlet
(] D Device Viewer Print Services
1A Discem Launch A
< >

Eancel

SCHEDCLERK2.80004 [E3

A

FTEeEelpRaens

e Always on Top — Click to place a checkmark beside this function if you wish to
always have your AppBar on top of the other applications that are open.

e Allow Floating — Click to place a checkmark beside this function if you want to be
able to move your AppBar around the screen. If you want the AppBar to be
stationary on one of the four sides of your screen, then left-click again to
deselect and remove the checkmark. The user will be able to move the AppBar
from one side of the screen to another, but will not be able to move it away from
the edge of the screen.

e Large Buttons — Click and this allows the user to change the size of the buttons
on the AppBar from standard to large.

e Exit— Click to exit out of AppBar

NOTE: Recommended setting is to have Allow Floating and Large Buttons but
not Always on Top.

Acute Scheduling/Win32 Guide
Confidential CHH/Marshall University Document



3 Basic Functionalities of Schapptbook

3.1 Logging In

Complete the following steps to log in to Schappbook:

2. At the Main Menu window, double-click on the Schapptbook icon .
3. Atthe Cerner log-in window, type your user Name in the User Name field.

4. Press the Tab key to move to the next field and type your password into the
Password field.

5. Click on the OK button or press the ENTER key.

S Cerner

Username

SCHEDCLERKZ

Cancel

3.2 Logging Out

When you have completed your activities, remember to log out of the application you are
working on for security purposes.

Complete the following steps to log out of Schappbook:
1. Go to the toolbar and Click on Task.
2. Scroll down and Click Exit. OR

3. Click on the Exit icon ﬂl

Acute Scheduling/Win32 Guide
Confidential CHH/Marshall University Document



4 Setting Preferences

4.1 Change View

Complete the following steps to setup times:

1. To see and set times on left side of schedule click on the icon that has eyeglasses in

front of a document (Change View)
2. Click Proportional Single Day.

<

Non-proportional, Single-day

~q Proportional, Single-day

Proportional, Multiple-day

|1 Books | Appointment |

4.2 Book Preferences

Complete the following steps to set the book preferences:

1. Right click within the box below, select Book Settings, Properties.

| 7:00 AM
7:15 AM
7:30 AM
7:45 AM
8:00 AM
8:15AM
=le:30an

Actions

Add New Appointment
Book Request

Confirm Request
Remove Request

Recur Appointment
Navigation

Inquiry
Report
Applications
Person

Slots

Resources

?%ok Settings

»

-8
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Appointricht Book Properties

==
General  Icons \ Fonts ] View - Proportional, Single-day
Colsmn Headngs
Display number of schedued appointments

Visble Day Range

Begn tme end tme

ps30 | 0000

Tookips
7] Desplay tockips for

Drsplay Fields
v| Person
| Fopontment type schedued as g
| Appontment location
V| Requesting provider
V| Reason for sppointmert
v| Apporntment fate
Anesthesia type
Anesthesiologist 1 -

2. On the General tab, enter a Begin and End time for a day’s schedule.

e Tooltips: allows you to set the number of seconds that tooltips will display.
e Display Fields: which fields do you want displayed on the schedule.

3. Onthe lcon tab, click the Slot icons to display and click Appointment Linking.

Allows the linking of appointments, so that one can see which appointments have
another appointment linked to it.

Appointment Book Properties ?

General  lcons Fonts | View - Proportional, Single-day

Slot icons

G2 Comments

= 2 Group Session
ﬁ Locks

IE Release Times
[ .3} Information

Appaintment icons
@ Alergies A
G Comments

fﬁppnimmem Linking

O Er] Choose and Book

] 3 Do Not Move

[C1(®) Eligibilty Status Ambiguous

O . Eligibility Status Denied

O . Eligibility Status Emor

1= Eligibilty Status Pending/Unknown
[y boefiod

[P N

OK Cancel

4. On the Fonts tab, click the Font Type, Font Style, and Size.
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i Appointment Book Properties v

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

ont

Fort Font style

Bold

Aria Narrow Bold itali ~
Arial Unicode MS Bold

A

Arimo Bold Italic
Book Antiqua Black
Bookman Old Styl v | Black Oblig v
Sample
AaBbYyZz
Seript:

5. On the View tab, click the checkbox for Display Binder.
6. Enter atime interval for appointments
7. Enter a Start time for the schedule.

Appointment Book Properties ?

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

Display binder

Time interval:
15 v

Column Width {In Pixels) Q
() Custom width: =

(O Size to fit all, with minimum width: S
(®) Size to fit al

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

OK Cancel

4.3 Location Preferences

View in the Toolbar, allows users to set Location preferences.

Complete the following steps to set the Location preferences:

1. Click on View in the toolbar.

2. Click on Options.
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3. On the User Defaults tab, select a Default Location if the user is scheduling to one
specific location. Otherwise leave it blank.

a.

Default Appointment Type — No default appointment type synonym.
b.

Appointment Scheduling Range — allows you to set days in past or days in
future.
Allow multiple appointment location values needs to be checked.

Options ?

User Defaults | Appointment | Mavigation | Details | Allergies | Confirm | Cl 4

Default location
I
Default Appointment Type
[] Defautt appointment type synonym
®) No default appointment type synormym

Default appointment type synonym:

Appointment Scheduling Range Appoirtment detail fields:

Day: st = Appoirtment Type
== nps 0 % 3 Appoirtment Location i
Person Name
Days in future: V] =

[] Mlow muttiple appointment location values

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

Role w
Amourt of inactive time {in seconds) before automatically refreshing request lists and queries:
0 -

s

4. Click the Appointment tab.
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S
Options ?
User Defaults Navigation | Details | Allergies | Confirm | €I__| ¥

[ Mark qualifying days on calendar

[ Health plan check

Display future requests/appointments
[] Display extended corflict details

[ Mairtain focus on pending appeintment during reschedule
Person/Encounter Preferences

Display person search encounter window

[[] Use best encounter fiters

["] Add person and encounter

Allow add encounter

Aways display PM Organization dialog when adding encournter
Aways Display Schedule Dialog When Scheduling Into

[] Discrete slots

[[] Contiguous slats

5. Click the checkbox for ‘Display future requests/appointments’ - this allows users to

see future requests or confirmed appointments to help identify which appointments

need to be linked.
6. Click the checkbox for ‘Display person search encounter window’.
7. Click the checkbox for ‘Allow add encounter’.

8. Click the checkbox for ‘Always display PM Organization dialog when adding
encounter’.

9. Click the Navigation tab.
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10. Click a Default bookshelf if only working in one location. Otherwise click None.

11. Enter a number of Toolbar Preferences — the number of items to retain in the most

recently displayed list.
12. Click the checkbox for ‘Home button to returns to current date’.

13. Click the Confirm tab.
Options ?

User Defaults | Appointment | Mavigation | Details | Allergies | Confirm | Cl 4

Default bookshelf:
v

Default book:

Toolbar Preferences
Mumber of items to retain in most recently displayed list:
15 =

Home button retums to cument date

[] Back/Forward buttons retain date context

=

14. Click the checkbox for ‘Always display Confirm dialog when confirming
appointments’.

15. Click ‘Maintain focus on Last confirmed appointment’.
16. Click on OK to save changes.
Options ? n
User Defaults Appointment | Navigation | Details | Allergies | Confirm CI_ILl

[] Aiways create new encounter when required

[¥] Always display Corfim dislog when corfiming appointmerts

Following Appointment Confimmation
() Retum to previous appointment book display

() Retum to cument date and default appointment book

(®) Maintain focus on last confimed appointment

oK Cancel
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5 Overview of Scheduling Appointment Book Toolbar
and Icons

5.1 Components of the Scheduling Appointment Book

Menu Bar: Displays the following Cerner Scheduling menu options:

o Task — provides users with the ability to Suspend, Change Password, Shuffle and Link
appointments as well as other tasks.

o Edit - provides users with Cut, Copy, Paste, and Delete functionality.

o View - provides users with the following views: Demographics, Availability, Status,
Small and Large Buttons, Cancels, Reschedules, On-Hold Appointments, Empty
Schedules, Refresh, and Options.

o Help - allows users to research Help Topics, Policies and Procedures, Feedback, and
Information about Appointment Book.

Tool Bar: Displays day to day icon activity and consists of the same functionality as right-
click functionality on an appointment:
o Check —in, Check — out, Reschedule, Cancel, No Show, and Shuffle
o It also permits the following additional right-click functionality:
e Appointment Inquiry.
e Reports.
e Zoom In and Out.

Demographics Bar: Displays person demographics and insurance information.

Calendar: Displays the current month calendar upon opening the Scheduling
Appointment Book.

o The current date defaults and displays with a box around it.
o Click a specific date in the calendar to change the date.

Scheduling Bookshelf: The Scheduling Bookshelf, on the Books tab, displays all the
books associated to the user’s clinic. This enables the user to view the resources for
which he or she is responsible instead of viewing many resource schedules from other
departments.

Appointment Tab: Displays location specific fields used to build an appointment. The
First three fields are required for all appointments to be scheduled; however, the order
in which they display can be adjusted to the user’s preference.

Work in Progress (WIP): Displays details of the appointment that is in the process of
being scheduled. The details associated with the appointment have been entered, but

Acute Scheduling/Win32 Guide
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the appointment scheduling process has not been completed.

Resources: Displays the resource Name with limited availability for which a schedule is
kept. Resource is a term that covers a wide range of meanings and can be applied to
locations (such as examination rooms or therapy rooms), people (such as doctors or
technicians), or equipment (such as a whirlpool or an x-ray machine).

Appointments: Displays a block of time that has been scheduled for a resource and the
patient.

Slots: Displays default slots that are set up in the system to help automate scheduling.
A slot represents a block of time in which appointments can be scheduled for a given
resource. Slots are set up for regular appointments, urgent appointments, lunch, and
other non-patient time.

=] Scheduling: Scheduling Appointment Book - a
Tosk Edit View Help I Menu Bar

HE IR = R NS R R R

‘H 8 RODae& P Tool Bar

N i ‘n s @ A HABEDH Y A

T S

Books = Appointment Work in progress:

Appointment Tab
Calendar gerober ) || E——"
Su Mo Tu We Th Fr Sa
T2 03 4 s Next Work in Progress
Appointment |ocation: WIP
s 0om o2 — ( )
17 14 15 16 17 18 19 % Suggest

20 21 2 23 24 X W% Person name:
7 28 28 30 3 Request|

CT Same Day Add On
CTOverflow

“ CT Overflow

10:30 ANCT INF‘ATIENT BLOCK

5.2 Overview of Locks
Scenario: Sometimes a slot or a patient will become locked when the user has tried to schedule
an appointment to the slot, but for whatever reason they did not finish booking. The slot may
appear open, but it will not allow you to book an appointment.

If you get a warning that a slot is locked, look to see who created it, then have that person
unlock the slot.

Complete the following steps to remove a Lock for a user that holds the lock:
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Locate the lock by clicking the View Locks icon . A window will display listings
all Locks created by the user.

2. Click Booking to see if the slot was a booking lock. If there are locks which you
would like to remove, highlight them and press the Remove button.

3. If you don’t see a lock in Booking, click In-Progress Appointments to see if there is a
lock in there. Highlight any In Progress locks and press the Remove button.

4. To release any verified locks, click the checkbox next to Show Verified Locks in the
bottom left corner of the window.

Lock(s) held by SCHEDCLERK3

> Il

B fa) Al Locks
‘{3 Booking (2)
In-Process Appointm

£ >

Lock Type Person/Resource

CT Abdomen CHHCT CT1-3

Slot

Begin Date

CT Room -2 9/30/2019 8:15AM 15

Duration  Appt Type

Location Role

Show verfied locks

Remove

Close

5.3 Overview of Icons

Request Queue

Launch PowerChart

Health Maintenance

Medical Necessity

Document Imaging

r

Launch Work Queue Monitor

-
Refresh

Home

b ||

Exit

L |
Confirm
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Contact %& Modify
& 2
Reschedule " Cancel

No Show m

Check In and Check Out M m

Med Nec Check [dh ﬁ ?

Lock and Unlock

&

i

Create Group Session

Shuffle
Appointment View Appointment History View
—
- y stinqury b
Appointment Inquiry Request List Inquiry

(&

View Locks

&

Change View

. . X =
Patient Information Request = (=]

Launches PMLaunch

Appointment Report

=]
ﬁ &

Link and Unlink

Swamp Resources

ﬁ oA

Reorder

Verify @

Patient Seen -

Hold @

Person Management

5.4 Difference between Request List Inquiry and Request

Queue

Request List Inquiry E

: Arequest list is a collection of appointment requests in a

spreadsheet format that are pending completion. You can think of request lists as a work list.
For example, a patient needs to be scheduled for an appointment type, but there are no
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current openings for the necessary resources. This request can be placed on a request list
waiting for an opening. Another example is when additional information is needed before a
scheduled appointment can be confirmed. This appointment can be sent to a request list
pending the additional information.

Request Queue Use the Request Queue (HIMRequestQueue.exe) application to view all
of the requests for paper charts that have been entered and their current state of completion.
Request Queue displays internal chart requests (for example, nursing units, Risk Management
department, and so on) and requests for the paper chart to fulfill external Release of
Information (ROI) requests. You can process and update requests in the queue, attach notes to
individual requests or to patient visits, and print pull lists and request slips. Once a request is
placed in complete status, the location of the chart is updated to the requesting location in
both the Request Queue and Chart Tracking (HIMTracking.exe) applications.

Request Queue works closely with the Patient Information Request and Request Manager or
Request Management applications. You enter a request using the appropriate application, then
view the logged requests in Request Queue and update them.
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6 Scheduling an Exam (Appointment)

The system can suggest available times at which an appointment can be scheduled based on
date and time parameters that you enter.

This provides you with date and time options from which you can select without requiring you
to locate available slots manually.

This method is recommended for those areas where available appointment times are limited
and also for more complicated appointments.

There are three methods you can use to schedule an appointment.

1. Suggested Scheduling Method (Always use with Protocol or Reoccurring Appt.).
2. Dragand Drop Method.

3. Schedule Button Scheduling Method.

6.1 Suggested Scheduling Method

Complete the following steps to schedule an appointment:

Appointment Type:

1. Click the Appointment tab.

2. Inthe Appointment Type box, enter the First few letters of your appointment type
Name (i.e. CT) and press ENTER or click the ellipsis.

= |
|

Next
Appointment location:

Clear

Person name:

The Appointment Type Help window opens.

Select the appropriate Appointment Type Name.
Click OK.

The Appointment Type Name now is displayed in the Appointment Type box.

o v hw
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] Appointment Type Help ?

Appoirtmert Type =
.

2 T Ablation/RFA

= CT Angiography

= CT Agpiration/Drainage

CT Biopsy

CT Cardiac Angiography

CT Chest

CT Colonography

CT Comba

CT Facial

CT Guidance

CT Head/Brain

CT Inner Ear

CT Knee Pre Surgery

CT Lower Extremity

CT Lung Screening W

cors

B E B B B B B B B E B B

7. Click on Drop Down arrow and the list of Appointment Locations are listed.

8. Select the appropriate location for the appointment to be performed.

Books | Appointment

Nesd
Oear

NOTE: If there is only one valid location for the Appointment Type you
selected, then the Appointment Location automatically defaults and you
are not required to select one.

9. |If your user preference is set to allow for multiple appointment locations, then you
see an ellipsis rather than a list in the Appointment Location field. To select an
appointment location with a multi-value field, click the ellipses. Select the location
you want from the Location Help window and click OK
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Person:

In the Person Name box, enter the patient's Last Name and First two letters of the
First Name.

Press ENTER or the ellipses to search.

The Person Search window opens and lists patients whose Name matches the
patient information you entered.

Select the appropriate patient.
If the Encounter for the Test is not showing Add Encounter.

Click OK (The patient's Name now is displayed in the Person Name box).

Books  Appointment Work in progress

L | ADgomEn

*Appointmert location:

ChHCT v et

#Person name: Clear

17test, nate

|

" Person Search

Match % Name MRN SSN DOB Age

Sex
100,00 | Z77EST. NATE | 05375442 | X00X05678 | Male | 062390

Account &

Name:
ZZTEST. NATE

Ordering Physician

1.

v W N

In the Ordering Physician box, enter the Physicians Last Name and First two letter of
the First Name.

Press ENTER or the ellipses to search.

Provider Selection window opens.

Select the appropriate Physician.

Click OK (The provider’s Name now is displayed in the Ordering Physician box).

Work in progress|

Bocks | Appointment

A
*Ordering Physician: Maove »

test, physician @, ezt

*Order Type
Radiology Written/Per]

_— ]

Provider Selection

£

Last name: First name: Suffix

Reason For Bxam - DC Search

test physician W

Title: e Provider

Preview

Clear

[ Limit by group Mo data filtering

Lirnit by argarnization ¢ | Fitered: Cabell Hurtington Hospital

Order Type:
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1. Order Type (will automatically populate) (if incorrect, Click on Drop down arrow and

list of Order Type is displayed, choose the correct one).

Boocks  Appointment

+

*Ordering Prysician +
Test . Physicaand :,
*Order Type

Fadiglogy Wiitten/ Fending w

Forward lor Authertication

Hursing Crder
Fhana Readback
kumdperﬁtg;mﬂfd

Vierbal Feadback
:Ilrtual.e Protecal

1 ProtocalStanding Order
WVirtien, Blectronic

Fax

Order Questions:

1. Most Appointment Types are built with additional questions to be asked during the
scheduling process (Accept Format questions). Answer the remaining questions for

the Appointment Type.

2. Click Move to place the event details in the Works in Progress (WIP).

Books | Appointment

*Order Type:

Reason For Bxam - DCP:

kDDES Patient Require Sedatiu:un'?:l

_ . _ _ _,,_—_——

Written/Blectronic W

Move 2 |
ey
Meadt
Clear

Order Guidelines:

1. Some Appointment have Appointment Guidelines that patient will need to know.

2. Click Close.
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Must be 48 hours post Barium study perform Abdomen / Pelvis studies

3. Complete appropriate details in the Appointment Attributes window.
4. Click OK.

e
Appointment Attributes o
= ¥3 ZZTEST, NATE Details | Orders | Move Criteria | Resource List | Guidelines | Appointment | Eligibility | Medical Necessity
5 CT Abdomen
ZZTEST , NATE *Requested start date and time A
10/06/2019 = w1z =
CT Abdemen Oral Contrast Only
*Prioriy
Routine v

Reason for exam - DCP

Free Text Reason for exam:

Consulting physician

[ Q

Optional | Search | Existing Orders | Privieges | ADS | Required Q EEE
CT Abdomen Oral Cortrast Crly ~
CT Abdomen Peivis Enteroclysis
CT Abdomen Peivis Oral Cantrast Only *Dioss patisrt requirs anssthesia?
CT Abdomen Pelvis w1V and Oral Cortrast o "

CT Abdomen Pelvis w IV Contrast

CT Apdomen Pelvis w+wo IV Conirast Pregnant:

CT Abdomen Pelvis w/o Cortrast

CT Abdamen Test ¥
CT Abdomen w IV Cortrast Only Transport mode:

CT Abdomen wswo IV Cortrast v

Work in Progress:

1. Work in progress window opens.

2. With your appointment in the Work In-Progress box, click Suggest to open the
Suggested Schedules dialog box.
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Work in progress:

-4 ZZTEST, NATE Schedue
2<% CT Abdomen —_——
EI Current Schedule —
o [l cHmcT Recur
L T2
L5 Patient Suggest I
% Request
Insert

Suggest Criteria:

1. The Suggest Criteria window opens.

2. Click the Preference Tab (be sure the number of suggestions return is set to a higher
number than 1. Also check the Display day of the week with date/time in order to
see these when you see the suggested appointments).

Suggest Criteria | Preferences

MNumber of suggestions to retum : 5 =
Number of days in date range: [30 —
Default time range: 0so0 = |2385 =
Success ratio: 100 s
Acceptable time variation: 0 = |br W

[C] Do not allow muttiple secondary sugaestions

[ First available with sequencing = | | dayls)

Display day of wesk with date time I

[ Optimize patiert time

[ Retum suggestions in 5 minute intervals.

3. Click Suggest Criteria Tab

a) Appointment Date
b) Date Range

c) Schedulein

d) Date restrictions
e) Appointment Time
f) Time Range

g) Time restrictions

Acute Scheduling/Win32 Guide
Confidential CHH/Marshall University Document
26



Suggest Criteria | Preferences

Appointment Date

@® Date range: 10/06/2019 =11 [11/08/2m8 = [
) Schedule in: =1 | Days From: | 10/06/2019 S
() Date restrictions: Next 2 Days

Cvon | e | wea | o |~ TR

Appointment Time

(@) Time range: 0g00 = 2355 =
() Time restrictions: AM Only
Schedule as visit within = | | dayls)

Cwermide suggested date and time

Schedule multiple persons to mixed Group Sessions

Meaxt MNeaxd Day Clear Select

4. Click Suggest
5. If the times suggested are not wanted, click Next to display the next available times.

6. If the day suggested is not wanted, click Next Day to display the First available times
which the appointment can be scheduled on the next valid day.

7. Once you have found a suggested date and time to use, click Select.

8. Click OK to close the Suggested Schedules dialog box and schedule the appointment.
OR

9. Click Cancel to close the dialog box without scheduling the appointment.

Suggest Criteria | Preferences PatDur  Pat Date/Time Person Aost Date/Time: Font Type ApptLoc  Prmary Order
fogoriment Date 15 Wi Monday, 10/7/2019- 800 AM ZZTEST .NATE Mondzy. 10/7/2019-800AM CT Abdom CHHCT
- e = 5 TS — 15 Mi Monday, 10/7/2019- 800 AM ZZTEST .NATE Monday, 10/7/2019-8:00AM CT Abdom n CHHCT
® Date range: ] ik 15 Mi Monday, 10/7/2013 - 8:05AM  ZZTEST ,NATE Monday. 10/7/2013 - 805AM CT. CHHCT
O Scheduein: =1 (Dare Fom: 10/08/2018 15 Mi Monday, 10/7/2019- 8:10 AM ZZTEST .NATE Monday, 10/7/2019 -8:10AM CT Ab CHHCT

= 15Mintes Monday, 107/2019- 8:15AM ZZTEST NATE Monday, 10/7/2019-8:15AM CT Abdomen CHHCT

Appoirtment Time
® Time range 0800 e

Clear Suggest

Next Next Day. Cear Select ok Cancel
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Work in progress

=- % ZZTEST, NATE Scheduls
£-% CT Abdomen
é Current Schedule
= cHHCT
% CT1-2
- @ PT%ent

CTRoom -2

10. Click Confirm in the WIP box or right-click the appointment on the grid and select
Confirm Request.

11. The Confirm window opens.
12. Click OK to confirm the appointment.

Confirm : >

MRN: 05375442 DOB: 06723/90

Age: 29 Years Sex: Male

[ER ] zz1esT, NATE] Summary | General | Resource View | Guidelines | Notification ies | ltineraries | Locks | Eligibility | Medical Necessity__| ¥
=@ CT Abdomen
=l cHRCT ZZTEST , NATE Med Rec Nbr: 05375442
{+[¥ CTRoom-2| 1| Qjlergies:
*[2) Z2TEST, NAT || Allergies

10/7/2019 - 8:00 AM 16 Minutes  CT Abdomen CHH CTCT Room - 2

Orders:
CT Abdomen Oral Contrast Only

Preparations:
The patient must not eat any food or have anything to drink for six (6) hours I
before the scheduled time_

13. Select Add Enc to create a new pre-registration for the appointment

P POrTaE NAAM AR REIRET ik €S R AAE

I Encounter Selection
i

FINMNBR Enc Type Disch Date Admit Type Facilty Murse Unit Encounter Prsnl  Provider Mame Reg Date  Amive Date
8

C
C

—

Maodify Add Enc QK Cancel
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14. Select the PreReg encounter type to be added

R TRt | | g g g g gy, g N p——

i Available Conversations —

Fleaze select the conversation you would like to use:

| v
PreClient BiIIini

["]]
15. Fill out required fields in registration conversation. Navigate to the Insurance
Primary tab and copy over the authorization information from the Authorization

Comments accept format fields or the message in Message Center Inbox.
|

Patient Encounter Guarantor Information | Insurance Primary | Insurance Secondary | Insurance Tertiary | MSP Insurance Summary | Additienal Contacts

Authorization Required: *Authorization Type: Service Type:

i Status: Fax Number: Auth/Referral Phone Number:
Ves v | |Authorization v M pproved) v
Auth/Referral Contact Name: *Authorization Number: Number Authorized: Number Authorized Qualifier Number Authorized Remaining: *Authorized Service Begin Date:
v e kg
*Authorized Senvice End Date: Date Authorization Obtained: Time Authorization Obtained:
= 3 ~| |os132020 S L] z

Comment:

Historical Auth Comments:

Apply Self Pay Remittance Complete Cancel
T

16. When all required fields are filled out, select Complete to finish the pre-registration

Apply Self Pay Remittance] Complete Cancel

FERTSRAT TR T TTa/12/20 | 11-51

6.2 Drag and Drop Method

The drag-and-drop functionality is a quick and simple method when scheduling single
appointments, especially when it is easy to locate available slots with minimal searching.

This method works best in scheduling areas which are not booked out far into the future.

Complete the following steps to use Drag and Drop when scheduling:
1. Click the Appointment tab.

2. In the Appointment Type box, enter the First few letters of your appointment type
Name (i.e. CT) and press ENTER or click the ellipsis.

The Appointment Type Help window opens.
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Books

I *Appointment type: I Move
|r -

Appointment |ocation:
Clear

Person name:

3. Select the appropriate Appointment Type Name.
4. Click OK.
5. The Appointment Type Name now is displayed in the Appointment Type box.

N Appointment Type Help ?

Appoirtmert Type =
.

= (T Ablation/RFA

= CT Angiography

= T Aspiration/Drainage

CT Biopsy

CT Cardiac Angiography

CT Chest

CT Colonography

CT Combao

CT Facial

CT Guidance

CT Head/Brain

CT Inner Ear

CT Knee Pre Surgeny

CT Lower Extremity

CT Lung Screening W

B B B B B B BE B BE HE B B

6. Click on Drop Down arrow and the list of Appointment Locations are listed.

7. Select the appropriate location for the appointment to be performed.

Boocks  Appointment

Nesd
Oear

8. In the Person Name box, enter the patient's Last Name and First two letters of the
First Name.
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10.

11.
12.
13.

14.

15.
16.
17.
18.

19.

Press ENTER or the ellipses to search.

The Person Search window opens and lists patients whose Name matches the
patient information you entered.

Select the appropriate patient.
If the Encounter for the Test is not showing, click Add Encounter.

Click OK (The patient's Name now is displayed in the Person Name box).

Books  Appointment Work in progress

L | ADgomEn

*Appointmert location:

ChHCT v et

*Person name: Clear

17test, nate

" Person Search n

Account#: Match % Name MRN SSN DOB Age

Sex
100,00 | Z77EST. NATE | 05375442 | X00X05678 | Male | 062390

Name:

ZZTEST. NATE

In the Ordering Physician box, enter the Physicians Last Name and First two letter of
the First Name.

Press ENTER or the ellipses to search.

Provider Selection window opens.

Select the appropriate Physician.

Click OK (The provider’s Name now is displayed in the Ordering Physician box).

Books | Appointment Work in progress|
A
*Ordering Physician Move 4
test, physician &, Mext
*Order Type: ~ = -
" &, Provider Selection - b
Radiology Written./Per|
Last narne: First name: Suffis
Reason For Bxam - DC . Search
test physician Y]
Title: Mews Pravider

Preview

Llear

[ Limit by group Ma data fikering

Lirnit by organization ‘.f Filtered: Cabel Huntington Hospital

[T

Order Type (will automatically populate) (if incorrect, Click on Drop down arrow and
list of Order Type is displayed, choose the correct one).
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Books | Appointment

+

sfirdering Physician + v
Test . Physiciand % e
*Ovcar Typa Clear

Radiglogy Wiien/Fending v
Forwand for Authertication
Mursing Ornder

Froposed Fcr&lg.r'pptmral
Viesbal Readback ..
Indiate Protecol

| ProtocolStandng Onder
Wiritten, Blectronic

Fax

20. Most Appointment Types are built with additional questions to be asked during the
scheduling process (Accept Format questions). Answer the remaining questions for

the Appointment Type.
21. Click Move to place the event details in the Works in Progress (WIP)

Books | Appointment

*Order Type:

Written /Electronic ¥

Reason For Bam - DCP:

kDDES Patient Reguire Seu:latiu:un?:l

_—eeee

Maove 3

T ————|
Mext

Clear

22. Complete appropriate details in the Appointment Attributes window.
23. Click OK.
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p

Appointment Attributes

=8 ZZTEST, NATE

< CT Abdomen

Details | Orders | Move Criteria | Resource List | Guidelines | Appointment | Eligibility | Medical Necessity

ZZTEST . NATE

CT Abdomen Oral Contrast Only

*Priority:
Routine

Optional | Search | Existing Orders | Privileges | A0S | Required

*Requested start date and time:
1070842019

S VIERES]

Reason for exam - DCP;

Free Text Reason for exam

Consulting physician:

CT Abdomen Oral Corttrast Only

CT Abdomen Pelvis Erteroclysis

CT Abdomen Pelvis Oral Contrast Only

CT Abdomen Pelvis w IV and Oral Contrast
CT Abdomen Pelvis w IV Contrast

CT Abdomen Pelvis w+wo IV Contrast

CT Abdomen Pelvis w/o Contrast

CT Abdomen Test

CT Abdomen w IV Contrast Only

CT Abdomen w-+wo |V Contrast

No

Pregnart

*Does patient require anesthesia

Transport mode:

Cancel

Drag and Drop

1. The Work in progress window opens.

2. With your appointment in the Work In-Progress box, Click the primary resource

selected (CT 1-2) and drag the cursor to the appointment slot you want to schedule.

Work in progress

=% ZZTEST, NATE
25 CT Abdomen
El Current Schedule
=l CHHCT

.52 Patient

b3

Schedule
Confirm
Recur
Suggest

Request

Insert

3. The appointment displays in the slot in a pending state, which is denoted by the red
books in the WIP.

Name: ZZTEST , NATE

= R

4 October

Su Mo Tu We Th
23 30 1 2 3

3415 8 17
NN 2 oBw oA
7 o 3 W A

Fr
4
1
18
%
1

3
Sa
5
12
13
%
2

304 5 & 7 &8 3

Books | Appointment

Authorization Cortact Name:

Authorization Start Date:

ey

Authorization End Date:

o

MRN: 05375442
Age: 29 Years

Work i progress:

DOB: 06/23/90

Sex: Male

=1 ZZTEST, NATE
£-@ CTAbdomen
& Current Schedule
= cHH T

- (SR
2@ Pitent

4. Click Confirm in the WIP box or right-click the appointment on the grid and select

CTRoom -2

Confirm Request.
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Work in progress

=- % ZZTEST, NATE Scheduls
£-% CT Abdomen
é Current Schedule
= cHHCT
% CT1-2
- @ PT%ent

CTRoom -2

5. The Confirm window opens. Click OK to confirm the appointment.

Confirm s
MRN: 05375442 DOB: 06/23/90
Name: ZZTEST , NATE
Age: 29 Years Sex: Male
B )] zzvest, nae] Summary | General | Resource View | Guidelines | Notification | Conversation Summaries | ltineraries | Locks | Biigibility | Medical Necessity | »
5@ CT Abdomen
-k CHHCT ZZTEST ., NATE Med Rec Nbr: 06375442

CTReom-2| || Ajlergies:
L[4 7zTEST NAT || Allergies

10/7/2019 - 8:00 AM 15 Minutes CT Abdomen CHH CTCT Room -2

Orders:
CT Abdomen Oral Contrast Only

Preparations:
The patient must not eat any food or have anything to drink for six (6) hours I
before the scheduled time.

6.3 Scheduling Recurring Appointments

Complete the following steps to schedule Recurring appointments:
1. Click the Appointment tab.

2. Inthe Appointment Type box, enter the First few letters of your appointment type
Name (i.e. CT) and press ENTER or click the ellipsis.

Books [[Appointment]

|*ﬁupoirﬁmemm8: | Move

[

Appointment location:

Next

Clear

Person name:
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Appointment Type:

The Appointment Type Help window opens.
Select the appropriate Appointment Type Name.
Click OK.

The Appointment Type Name now is displayed in the Appointment Type box.

i Appointment Type Help ?

Appoirtmert Type =
.

2 T Ablation/RFA

= CT Angiography

4 CT Aspiration/Drainage

CT Biopsy

CT Cardiac Angiography

CT Chest

CT Colonography

CT Comba

CT Facial

CT Guidance

CT Head/Brain

CT Inner Ear

CT Knee Pre Surgery

CT Lower Extremity

CT Lung Screening W

cors

B E B B B B B E E BE B B

Appointment Location:

1. Click on Drop Down arrow and the list of Appointment Locations are listed.

2. Select the appropriate location for the appointment to be performed.

Books | Appointment

wAppointmant Hhpe

LT Abdiomen

I *sopeintment teeation |

CHHCT
CHH CT Byed

Hea2
Oear

NOTE: If there is only one valid location for the Appointment Type you
selected, then the Appointment Location automatically defaults and you

are not required to select one.
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NOTE: If your user preference is set to allow for multiple appointment
locations, then you see an ellipsis rather than a list in the Appointment
Location field. To select an appointment location with a multi-value
field, click the ellipses. Select the location you want from the Location
Help window and click OK.

Person:

1. Inthe Person Name box, enter the patient's Last Name and First two letters of the
First Name.

Press ENTER or the ellipses to search.

3. The Person Search window opens and lists patients whose Name matches the
patient information you entered.

Select the appropriate patient.
If the Encounter for the Test is not showing Add Encounter.
Click OK (The patient's Name now is displayed in the Person Name box).

Books | Appointment Work in progress:

L | ADQomeEn

*Appointment location:
Next

CHHCT v
*Person name: Clear
zztest, nate
[,
) )
< Person Search “
Account #: Match %  Name MRN 58N Sex DOB Age

(10000 | ZZTEST. NATE _| 05375442 | X00(X0(5678 _ Male |

Name:
ZZTEST, NATE

Ordering Physician:

1. In the Ordering Physician box, enter the Physicians Last Name and First two letter of
the First Name.

Press ENTER or the ellipses to search.
Provider Selection window opens.

Select the appropriate Physician.

LU I

Click OK (The provider’s Name now is displayed in the Ordering Physician box).
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Books | Appointment

ﬂurk in progress|

—

Lirnit by crganization

<

A
*Ordering Physician Move 4
test, physician @ Nesd
*Order Type: ~ n -
b o, Provider Selection - b
Radiology Written./Per|
Last narne: First name: Suffis
Reason For Bxam - DC . Search
test physician Y]
Title: Alias: Alias lype: Hews Brovicler
hd Preview
Usemame: Clear
[ Limit by group Mo data filkering

Filtered: Cabel Huntington Hospital

Order Type:

1. Order Type (will automatically populate) (if incorrect, Click on Drop down arrow and

Acute Scheduling/Win32 Guide

list of Order Type is displayed, choose the correct one).

Books  Appointment
*velaing Pryscinn

Test . Phyicaand

*{rdar Type

Radiglogy Wiitten/ Pending

+

Forward for Authenbication
Mursing Order

Fhors Raadback
Fropesed Pending Approval
Vierbal Readback

Intiate Protocol

| Protocal/Stmnding Order
Wirithen. Blectronic

Fax

Most Appointment Types are built with additional questions to be asked during the
scheduling process (Accept Format questions). Answer the remaining questions for

the Appointment Type.

Click Move to place the event details in the Work in Progress (WIP).

*Order Type:

Books | Appointment

Written./Blectronic W

Reason For Beam - DCP:

le:ues Patient Reguire Sedatil:un?:l

Mave 2

e ————|
Mexd

Clear
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Some Appointment have Appointment Guidelines that patient will need to know.
Click Close.

Complete appropriate details in the Appointment Attributes window.

Click OK.

N o u s

Appointment Attributes -
=] ZZTEST , NATE Details | Orders  Move Criteria | Resource List | Guidelines | Appointment | Eligibility | Medical Necessity
<% CT Abdomen
ZZTEST . NATE *Requested stan date and time: ~
10/06/2019 VL]
CT Abdomen Oral Contrast Only
*Priorty.
Routine v

Reason for exam - DCP:

Free Text Reason for exam:

Consulting physician

I |@&

Optional | Search | Existing Orders | Privileges | A0S | Required HEHEER
CT Abdomen Oral Contrast Orly A
CT Abdomen Pelvis Enteroclysis

CT Abdomen Pelvis Oral Contrast Only *Does patiert require anesthesia?:
CT Abdomen Pelvis w IV and Oral Contrast

No v
CT Abdomen Pelvis w IV Contrast

CT Abdomen Pelvis wewo IV Contrast Pregnart:

CT Abdomen Felvis w/o Cortrast

CT Abdomen Test e
CT Abdomen w IV Cortrast Oriy Transport mode:

CT Abdomen wewo IV Contrast v

Work in Progress

1. Work in progress window opens.
2. Click Recur.

Work in progress:

=-#% ZZTEST, NATE Schedule
=@ CT Abdomen

E Current Schedule Confim
=l CHHCT I Recur
G- CT1-2

- PT%ient

Request

Insert

3. Recurring Frequencies window opens

a) Time Pattern

b) Recurrence Pattern (change Every “1” to “4” weeks)
c) Range of Recurrence

d) Allow Multiple Recurring Frequencies option

4. Click OK.

Acute Scheduling/Win32 Guide
Confidential CHH/Marshall University Document

38



CT Abdomen - Recurring Frequenci

Time Pattem
[ Every

Recumence Pattem
() Daity
(®) Weekly
) Monthly

() Yeary

Range Of Recumence
Start date:

Gk + '® |nstances:

Endtime: 2355

Every 1 weelkiz)
[ sunday Monday Tuesday
Thursday Friday O Sattgay
Al days Weekdays
10/07/2019 = |v| (@ Endafter: |2

[ Moy muttiple recurming frequencies

() End date:  10/09/2013

“
instances

Wednesday

-

IR

QK Cancel
'_
5. Work in Progress window opens.
6. Click Suggest.
I‘ﬂork in progress:
-4 ZZTEST, NATE Schedue
E|® Recurring sequence Carfi
B@ CT Abdomen (Tuesday, 10/8/2019) e
E| Current Schedule Recur
=-fl CHHCT
. Suggest I
.55 Patient
Request
Ingert
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Appointment Date
Recurrence frequency

Weekly

<

Appointment Time

(®) Time range:

(O Time restrictions:

Schedule as vist within

sted date

Suggest Criteria | Preferences

Ly

Startdate End date Recurrence Pattern

10/7/20... Every 4

0200

AM Only

and time

weeks on...

* a5

Clear

Number of inst

| Suggest |

Pat Dur

Pat Date/Time

Person Appt Date/Time

Appt Type Resource

Appt Loc  Primary Order

[N | 15 Minutes | Tussday. 10/8/2018 - 8:00 AM | ZZTEST . NATE | Tussday. 10/8/2019 - 8:00 AM €T Room - 2 | CHH CT | CT Abdomen Oral Contrast O]

£l %, 15 Minutes
El %, 15 Mnutes
£l %, 15 Minutes
=l %, 15Mnutes

Tuesday. 10/8/2019 - 8:05 AM
Tuesday. 10/8/2019 - 8:10 AM
Tuesday, 10/8/2019 - 8:15 AM
Tuesday, 10/8/2013 - :00 AM

ZZTEST .NATE Tuesday. 10/8/2019- 8:05 AM
ZZTEST .NATE Tuesday. 10/8/2019- 8:10 AM
ZZTEST .NATE Tuesday, 10/8/2019- 8:15 AM
ZZTEST .NATE  Tuesday, 10/8/2019 - 9:00 AM

CT Abdomen CT Room -2
CT Abdomen CT Room - 2
CT Abdomen  CT Room -2
CT Abdomen  CT Room -2

CHHCT  CT Abdomen Oral Contrast O
CHHCT  CT Abdomen Oral Contrast O
CHHCT  CT Abdomen Oral Contrast O
CHHCT  CT Abdomen Oral Contrast O

7. Select Component of Recurring Appointment series.

8. Click OK.

9. Work in Progress window opens.

10. Click Confirm.
Fro |

JWork in progress:

=0 ZZTEST, NATE
=R Y Recurring sequence
E|$ CT Abdomen (Tuesday, 10/8/2019)
E Current Schedule

=-[fll CHHCT
- 5T 1-2

Q Patient

Schedule
Confirm
Recur

Suggest

Request

R

11. Confirm Window opens.

12. Click OK to Confirm the Appointment.

6.4 Modify a Recurring Appointment

Complete the following steps to modify a Recurring appointment:

1. Find the appropriate Schedule.

2. Find the patient’s appointment.
3. Right Click Appointment.
4

. Select Actions.

00 N o un
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9. Click Orders Tab (if applicable).

10. Click OK.
] o e
x o
Add New Appointment Contact...
Book Request
= anfimn Rasisast Reschedule
U Remove Request Hold...
sbes Cancel...
e Th Fr § No Show.
3 4 Navigation
'R BRI Check In...
I .
7 18 1 NS i Check Out...
. Rtpo'! Patient Seen
3 4 5 2
b | Applications ’ Batch Reschedule...
Person » Request
—— Slots Vesify..
pracues : Med Nec Check... =
Book Settings Lo
Shuffle.
Swap Resources...
Reorder ...
CT 30 minute Group Session »
Link...

CTINPATIENT BLOCK Sty

v,

7 Viewing Schedules Via the Bookshelf

To view schedules, access the Books tab in the Scheduling Appointment Book.

7.1 Select the Bookshelf

Complete the following steps to view a schedule:
Click Books.
Click Bookshelf.

Select Bookshelf window opens.

i A

Select the Bookshelf that you want.
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5. Click OK.

IE Scneau Ing: gtmulng !ppcuntmem Book = O
Task  Edit View Help
() (E % %2 ES KBS0 N8 8@ I RS
+
EEEY TY Y 13
epice D g 0seRARAIBDEDL Y AN
a |z =
kel a AR Select Bookshelf
I Jindex Books! ~ DoB:
I Eiock. 2nd Spie -
[ Bt Healh Conber —
. Carchan: Serica:
ok | Sparime B Cocc ot
CHH
‘ Lo s CHH Pain Conter
Su Mo Tu We Th Fr Sa DExA
1 2z 3 4 5 (W ECCC Disgrostic Bt Certer
& 7 8 3 WM 12 (M ECHO Lt
3 Heat Cathy
ERRUERCERTE 17 U] -
A N 2N NBBE
N BB WA Laboatony
. 5 ll Marshal Tosys Valey
[ Matemal Dgiste Medical Support t
Med One a
MH Serior Pan ard stoess |I
MU Cat Scan
e MU M Cardiology v ~
“L.-_,_?’:DOAM_ I ! I

6. Click to highlight a specific book.

7. Click Open to open the Appointment Book (you can also double click the

Appointment Book to open it).

Books | Appointment

Bookshelf - Radiology

ECCC PETICT
Urodynamics Lab

Open

Select
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& I Scheduling: Scheduling Appointment Book I

Task Edit View Help

i F % EA KA %S a8 B[S0

mHFE @& P

E@Ee.:lv-%'
T

& &

‘ns @ P W AIBEBE LY A&

R

Schedue
4 Octaber » Open
Su Mo Tu We Th Fr Sa Confim
12 3 4 5 FEEE
& 7 8 9 W0 M o2 e
13014 15 18 18 [RE] [ Suggest
oA 2 B M BB
7w ® W Regues
Insert
CTRoom -2 CT Same Day Add On MU CTRoom 1 NORARad1IR | ol
ORA Rad

prs " T Overflow

= eo0 oy [CTNPATIENTRIOCK

8. The appointment book opens.

7.2 Scheduling Multiple Appointments

NOTE: You can schedule more than one appointment for a patient without
entering in all of the same information twice.

Complete the following steps to schedule multiple appointments for the same

patient:
1. Click the Appointment tab.
2. Inthe Appointment Type box, enter the First few letters of your appointment type
Name (i.e. CT) and press ENTER or click the ellipsis.
Books
[Fazeerimert toe. | Move
|r MNext
Appointment |ocation: o
Person name:
3. The Appointment Type Help window opens.
4. Select the appropriate Appointment Type Name.
5. Click OK.
6.

The Appointment Type Name now is displayed in the Appointment Type box.
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] Appointment Type Help ?

Appoirtmert Type =
.

2 T Ablation/RFA

= CT Angiography

= CT Agpiration/Drainage

CT Biopsy

CT Cardiac Angiography

CT Chest

CT Colonography

CT Comba

CT Facial

CT Guidance

CT Head/Brain

CT Inner Ear

CT Knee Pre Surgery

CT Lower Extremity

CT Lung Screening W

cors

B E B B B B B B B E B B

7. Click on Drop Down arrow and the list of Appointment Locations are listed.

8. Select the appropriate location for the appointment to be performed.

Books | Appointmient

Hed
Oear

NOTE: If there is only one valid location for the Appointment Type you
selected, then the Appointment Location automatically defaults and you
are not required to select one.

NOTE: If your user preference is set to allow for multiple appointment
locations, then you see an ellipsis rather than alist in the Appointment
Location field. To select an appointment location with a multi-value
field, click the ellipses. Select the location you want from the Location
Help window and click OK.

9. Inthe Person Name box, enter the patient's Last Name and First two letters of the
First Name.

10. Press ENTER or the ellipses to search.
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11. The Person Search window opens and lists patients whose Name matches the

patient information you entered.

12. Select the appropriate patient.

13. If the Encounter for the Test is not showing Add Encounter.

14. Click OK (The patient's Name now is displayed in the Person Name box).

Books = Appointment

| ADgomen

*Appointment location

Mext

Work in progress:

Name:

ZZTEST. NATE

[100.00 | ZZTEST _NATE | 05375442 | X00(X05678 | Male |

CHHCT v
*Person name Clear
zztest, nate
S Person Search E
Account # Match % Name MRMN SSN Sex DoB Age

15. In the Ordering Physician box, enter the Physicians Last Name and First two letter of

the First Name.
16. Press ENTER or the ellipses to search.
17. Provider Selection window opens.

18. Select the appropriate Physician.

19. Click OK (The provider’s Name now is displayed in the Ordering Physician box.)

Move

MNezd

Work in progress|

»

Books | Appointment
*Ordering Physician:
test, physician &,
*Order Type: ~ . _
* & Provider Selection
Radiology Written/Per|
Last nanne: First name: Suiffiy
Reason For Exam - DC —
test physician
Title:
v
[ Limit by group Mo data filkering
Lirnit by arganization T

Filtered: Cabel Huntington Hospital

- |

Search
MNew Provider
Preview

Clear

20. Order Type (will automatically populate) (if incorrect, Click on Drop down arrow and
list of Order Type is displayed, choose the correct one).
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Books  Appointment
#relaring Prysician
Test . Phygicaand

*{rdar Type
Fadglogy Wiitten/ Fending

+
HAT

Forward for Authenbication
Mursing Crder

Fhors Raadback
Froposed Pending Approval
Vesbal Readback

Intiate Protocol

—— Protocal/Standing Order
Wirtten. Blectronic

Fax

21. Most Appointment Types are built with additional questions to be asked during the
scheduling process (Accept Format questions). Answer the remaining questions for

the Appointment Type.

22. Click Move to place the event details in the Work in Progress (WIP).

*Order Type:

Reason For Bxam - DCP:

Books | Appointment

kDDES Patiert Requirs Sedatiu:un'?:l

e

& Move b |

Written./Electroni =
. -

Clear

23. Some Appointment have Appointment Guidelines that patient will need to know.

24. Click Close.

' !ppom!men! 5ulaellﬂ ? E

Must be 48 hours post Barium studyL\t\b perform Abdomen / Pelvis studies

25. Complete appropriate details in the Appointment Attributes window.

26. Click OK.
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pr

-3 ZZTEST, NATE

Details | Orders | Move Criteria
-5 CT Abdomen

‘AT bUtes ?

Resource List | Guidelines | Appointment | Eligibility | Medical Necessity

ZZTEST , NATE

*Requested siar date and time-
10/6/2013 SIME]

CT Abdomen Oral Contrast Only

*Froty

Routine

Reason for exam - DCP,

Free Text Reason for exam

Oral Cortrast Ony

roclysis

et
jomen w IV Cortrast Orly
CT Abdomen wwo IV Contrast

Oral Cortrast Orly.
w IV and Oral Cartrast

A
Optional | Search | Busting Onders | Privieges | A0S | Requied LILD
o =
for Enteroct
dor ier uir sia?
o
o

27. Appointment information shows in the accept format fields.

28. Click Move to move the information to the Work-In-Progress. (WIP).

Books | Appointment
*Appointment type:
CT Abdomen

*Appointmert [ocation:
HHCT]
*Person name:

ZZTEST . MAURICE

Work in progress:

n - #% ZZTEST, MAURICE
Mo W 2152 CT Abdomen

=8 Current Schedule

Mexdt B
Ly o[ cHHCT
V T < Resource
<5 Patient

Schedule

Recur
Suggest
Request

Insert

Multiple Appointments

1. Once you have entered in all of the information for the First appointment, click
Next. Your cursor will move back to the fields within the Appointment tab.

Books | Appointment
*Appointment type:
CT Abdomen

*fppointment location:

HH CT]

*Person name:

ZZTEST , MAURICE

Mawve

4

]
v Clear

Next
% T

2. Inthe Appointment Type field, replace the First Appointment Type Name with the
next appointment type that you are scheduling and press ENTER or click the ellipses
to search. Select the appropriate Appointment Type from the search window.

3. Select the appropriate Appointment Location.

Scroll down through the rest of the accept format questions. You will notice that the
information you entered on the First appointment is still in the fields. Change any

appropriate information.
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Click Move.
Both appointments are displayed within the WIP.
7. Click Suggest to find an available appointment time.

Books | Appointment Work in progress
o Schedule
Authorization Comments: ~ = b 5 Cunent Schedule "
=l CHHCT
Next L.<p CT ROOMS
Authorization Start Date = o5 Patient Recur
= Cear -5 MRI Abdomen
o o v a : -
= = Current Schedule Suggest
Authorization End Date =l CHHMRI
Fr=r=] < Loy MRIT-2 Request
=11 v .5 Patient
v Insert
s
Suggested Schedules ?
Patient Appointment Location Appointment Type  Primary Order Scheduled Date/Time  Patient Duration
u = ZZTEST,MAURICE CHHCT CT Chest CT Chest w [V Cortrast 15 Minutes
= %% ZZTEST. MAURICE CHH MRI MRI Abdomen MRI Abdomen w= wo IV Contrast 1 Houn(s)
Suggest Criteria | Preferences Pat Dur Pat Date/Time Person  Appt Date/Time  Appt
Appointment Date
(® Date range 10/18/2019 2| mazang =y
() Schedule in 2 | | Days From: 10/18/2013 =
(O Date restrictions: Mext 2 Days
[ Mo | e | Wea | o | o [ECRCRRov— ks
Appointment Time
(® Time range 0800 L 238 =
(O Time restrictions: AM Onily

Scheduls as vist within 1 = days) w
Overide suggested date and time
Clear I Suggest I < R

Next Next Day Clear Select 0K Cancel

Scheduile muttiple persons to mixed Group Sessions

8. The Suggested Schedules window is displayed.
9. Press SHIFT and click both appointments.

10. In the lower left portion of the screen, select Schedule as a Visit Within. Leave the
time frame defaulted to 1 day. This allows you to find an available appointment time
for both appointments within a one-day time frame.

11. Click Suggest.

12. The Suggested Sequence window is displayed. This allows you to indicate to the
system which appointment you would like to schedule First.

13. Leave the appointments in the order they default and click OK.
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Suggested Sequence

Appt Type Location
MRI Abdomen CHH MRI

types.

Unda

Based on the displayed order, defined interactions will require 0 minute(s) between appointment

Cancel

Apply

14. Select one of the appointment times.
15. Click Select.
16. Click OK.

Suggested Schedules
Fatiert Appointment Location  Appointment Type  Frimary Order Scheduled Date/Time ~ Patiert Duration
u % ZZTEST.MAURICE CHHCT CT Chest CT Chest w IV Contrast 15 Minutes
= % ZZTEST.MAURICE CHH MRI MRI Abdomen  MRI Abdomen w+ wo IV Conirast 1 Hourfs)
Suggest Criteria | Preferences Pat Dur Pat Date/Time Person Appt Date/Time ApptTyps  Resouce  Ap
Aopointment Date | BN | 1 Houris) 15 Minctes | 10/18/2015 - 8:00 AM | ZZTEST . MAURICE | 10/18/2019-8:00 AM | CT Chest | CT Room -2
" " (3] [10/18/2019-8:15AM [ ZZTEST . MAURICE | 10/18/2019- 8:15 AM | MRI Abdomen | MRI Room - 1
ToAB2ns =[] (1472018 S ¥ | |2 = 1Hous) 20 Minutes 10/18/2013-800AM ZZTEST.MAURICE 10/18/2019-800AM CTChest  CTRoom-2  CHH
=1 (Do Fom 1042/201 5 = 10/18/2019-820 AM  ZZTEST , MAURICE 10/18/2019-820AM MRl Abdomen MRIRoom-1 CHH
= = =2 2l = 1Hourls) 25 Minutes  10/18/2019- 200 AM  ZZTEST . MAURICE  10/13/2019-200AM  CT Chest CTRoom-2  CHH
Date restrictions: Next 2 Days = 10/18/2019-825AM  ZZTEST , MAURICE 10/18/2019-825AM MRl Abdomen MRIRoom-1 CHH
2l = 1Hourls) 30 Minutes  10/18/2019 - 2.00 AM [ZZTEST . MAURICE  10/13/2019-200AM  CT Chest CTRoom-2  CHH
B = 10/18/2019-8:30 AM * PZTEST , MAURICE  10/18/2019-830AM  MRI Abdomen MRl Room -1 CHH
Appoirtment Tims
Time range 0800 =] [2355 -
) Time restrictions: AM Orly
Sehedule as visit within 1 < dayl) v
Overide suggested date and time
Schedule mutiple persons to mixed Group Sessions
Clear Suggest = -
Next Next Day Clear oK Cancel

17. Both appointments are displayed in the WIP in a pending status.

18. Select the patient’s Name in the WIP.
19. Click Confirm.
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Work in progress:

- #% ZZTEST, MAURICE Schedule
G- CT Chest
-4 MRI Abdomen Confim
El--- Current Schedule Becur
=-[Fl CHH MR
% MRI1-2

Suggest

Request

- Patient

Insert

20. The Confirmation window is displayed with a summary of both appointments.
21. Click OK. The appointment is now in a Confirmed status.

Confirm ?

MRN: 74001178

Name: ZZTEST , MAURICE

DOB: 10/29/50

Age: BB Years Sex: Male
=-#3 ZZTEST, MAURICE Summary | General | Resource View | Guidelines | Motification | Conversation Summaries | ltineraries | Locks | Eligibility | Medical Necessity 4
@ CT Chest
=l cHHCT ZZTEST . MAURICE Med Rec Nbr: 74001178 .
CTRoom -2 Allergies:
ZZTEST,MAl | | Allergies Mot Recorded
@ MRl Abdomen
Bl CHH MRI 10/18/2019 - 8:00 AM 15 Minutes CT Chest CHH CTCT Room - 2
MRI Room -
ZZTEST  MAI Medical Necessity State:
: Checked
Orders:
CT Chest w IV Contrast
Preparations: I
The patient must not eat any food or have anything to drink for six (6) hours
before the scheduled time
v
Options Prirt... Print ABN...
< >
oK Cancel
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8 Protocol Appointment Scheduling (Radiology Only)

8.1 Schedule a Protocol Appointment
Complete the following steps to use Protocol Appointment scheduling:
1. Click the Appointment tab.

2. Inthe Appointment Type box, enter the First few letters of your appointment type
Name (i.e. NM Bone Scan) and press ENTER or click the ellipsis.

3. The Appointment Type Help window opens.

4. Select the appropriate Appointment Type Name (i.e. NM Bone Scan w/Spect).

5. Click OK.

6. The Appointment Type Name now is displayed in the Appointment Type box.
Books | Appointment L Appointment Type Help ? ,
*Appointment type: Appoirtment Type

a5 MM Bane Scan Triphasic
25 MM Bone Scan w. Spect
au MM Bone Scan Whole Body %

Appointment location:

Person name:

et | |

7. Click on Drop Down arrow and the list of Appointment Locations are listed.

8. Select the appropriate location for the appointment to be performed.

Boaks | Apponiment

AR Ty A

HM Bana Scan w' Spect

g
e e
Fiucies Med v Clear
L 1 o |
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9. Inthe Person Name box, enter the patient's Last Name and First two letters of the
First Name.

10. Press ENTER or the ellipses to search.

11. The Person Search window opens and lists patients whose Name matches the
patient information you entered.

12. Select the appropriate patient.
13. If the Encounter for the Test is not showing, click Add Encounter.
14. Click OK (The patient's Name now is displayed in the Person Name box).

Books | Appointment Work in progress:
*Appointment type: ~ Move
MM Injection Muga Spect 1
Mext
*Appointment location:
Nuclear Med v Clear
*Person name:
zztest, maurice %
Person Search
Ppccount #: Match % Name MRN SSN Sex DOB Age
80.00 ZZTEST . MARK 05375484  XX-XX-4812  Male 03/11/83 | 36 Years
e _ 20.00 ZZTEST . MARY JO 74000050 XXX-XX-6723 Female 11/09/68 50 Years
= ZZTEST.MAURICE | 74001178 | | Male [ 10120550 | 68 Years |
ZZTEST, MAURICE

15. In the Ordering Physician box, enter the Physicians Last Name and First two letter of
the First Name.

16. Press ENTER or the ellipses to search.

17. Provider Selection window opens.

18. Select the appropriate Physician.

19. Click OK (The provider’s Name now is displayed in the Ordering Physician box).

Books | Appointment Work in progress
~
*Ordering Physician: Move >
test, phyzician 4, Mext
*Order Type: ~ - -
® e Provider Selection = =
Radiology Written/Per|
Last name: First name: Suaffis:
Reason For Exam - DC - Search
test physician v
Title: Mews Provider
hd Preview
LClear 1
[ Lirnit by group e Mo data filkering
imit by organization - iltered: Cabell Huntington Hozpital
Lirmit b izati k- Filtered: Cabell H H |
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20. Order Type (will automatically populate) (if incorrect, Click on Drop down arrow and
list of Order Type is displayed, choose the correct one).

Bocks | Appointment
+ "~
*lndarig Plyscian "ﬁ
Test | Prytsiciand
*Order Type

Radiology Witten,/ Pending W
Forwand for Authertication

21. Most Appointment Types are built with additional questions to be asked during the
scheduling process (Accept Format questions). Answer the remaining questions for
the Appointment Type.

22. Click Move to place the event details in the Works in Progress (WIP).

Boocks | Appointment

*Order Type: ~ Maove 3

Radiology Written./Pendi 0
iology en/Pending v Nest

*Heason For Bam:
Clear

*Sedation Needed?:
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Appointment Attributes ?
ZZTEST, MAURICE Details | Orders Move Criteria | Resource List | Guidelines | Appointment | Eligibility | Medical Necessity
S NM Bone Scan wy Spect
- Muclear Med
° ® NM Injection Scan w/ Sp ZZTEST. MAURICE fractures in legs A
% NM Bone Spect M Bone Spect Consuting physician:
Q
% ClCEe
Pregnant
v
Transport mods:
v
Optional | Search | Existing Orders | Friviieges | AOS | Required Isolation Code:
v
Patient has IV:
v
Patient on 02
v
*Weight:
I
v
< >
=

23. Complete appropriate details in the Appointment Attributes window.

24, Click OK.

25. The protocol components - the injection and scan - display within the WIP.
26. Click Suggest.

\Work in progress:
=--#% ZZTEST, MAURICE Schedule
2<% NM Bone Scan w/ Spect -
=-f Muclear Med il
E|'<$a MM Injection Scan wy Spect —
: E| Current Schedule —
B | Muclear Med ‘ Suggest I
552 NM Inj
. Patient " Request |
<%  NM Bone Spect

27. Suggested List window opens.

28. Click Suggest to search for valid times and availability. The Suggested Schedules
window is display.

Acute Scheduling/Win32 Guide
Confidential CHH/Marshall University Document
54



Suggest Criteria | Preferences

Appointment Date

(® Date range: 1041772019 = v | 1148203

() Schedule in: 10/17/2m3

() Date restrictions:

Appointment Time:
® Time range: 0800 < | 2385
O Time restrictions AM Only

Schedule as visit within 1 o

Overide suggested date and time

Schedule mutipie persons to mixed Group Sessions

Clear

Next Day Clear

Exceptions

Suggest

Date range: 1017219 = lw| 114622019 =1
1 2| Days From: 10/17/2019 S
Date restrictions: Mext 2 Days
Exceptions
Appaointment Time
0s800 = 2355 =
) Time: restrictions: AM Cnly
Schedule as vist within 1 = | dayls)
Cwermide suggested date and time
Schedule multiple persons to mixed Group Sessions
Clear Suggest
Mext Mext Day Clear Select
29. Select a valid time.
30. Click OK.
Suggest Criteria | Preferences Pat Dur Pat Date/Time Person Appt Date/Time Appt Type Resource Appt
Appointment Date El h 2Hourl) 45 Minutes Thursday. 10/17/2019-11:30 AM  ZZTEST .MARK  Thursday. 10/17/2018 - 11:30 AM  NM Injection Scan w/ Spect  NM Inj Chair  Nucied
Thursday. 10/17/2015-1:30 PM  ZZTEST . MARK Thursday. 10/17/2019 - 1:30 PM NM Bone Spect NM Room - 2 Nucleg

Thursday, 10/17/2019 - 12:00 PM | ZZTEST , MARK | Thursday, 10/17/2013 - 12:00 PM | NM Injection Scan w. Spect | NM Inj Chair

Thursday, 10/17/2019 - 2:00 PM | ZZTEST , MARK | Thursday, 10/17/2018 - 2:00 PM NM Bone Spect NM Room - 2

ZZTEST.

El 2 Hourls) 45 Minutss Thursday. 10/17/2019 - 12:30 PM

Thursday, 10/17/2019 - 2:30 PM

El i 2 Hourls) 45 Minutes  Thursday, 10/17/2019 - 1:00 PM

Thursday. 10/17/2015 - 3:00 PM

El % 2Hourls) 45 Minutes  Thursday, 10/17/2019 - 1:30 PM

Thursday, 10/17/2019 - 3:30 PM

ZZTEST,
ZZTEST,
ZZTEST.
ZZTEST,
ZZTEST.

MARK
MARK
MARK
MARK
MARK
MARK

Thursday. 10/17/2015 - 12:30 PM
Thursday, 10/17/2019 - 2:30 PM
Thursday, 10/17/2019 - 1:00 PM
Thursd% 10/17/2019 - 3:00 PM
Thursday, 10/17/2019 - 1:30 PM
Thursday, 10/17/2019 - 3:30 PM

NM Injection Sean w/ Spect
NM Bone Spect
NM Injection Scan w/ Spect
NM Bone Spect
NM Injection Scan w/ Spect
NM Bone Spect

NM Inj Chair
NM Room - 2
NM Inj Chair
NM Room - 2
NM Inj Chair
NM Room - 2

Nuclea)
Nuclea]
Nucleg
Nuclez
Nucleg
Nucleg
Nucleg
Nucleg

31. The appointment will display in a pending status within the WIP.

32. Click Confirm.
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Worlk in progress:

=--#% ZITEST, MAURICE
B‘& MNM Bone Scan wy Spect
- Nuclear Med
EI@ NM Injection Scan w/ Spect
% EI Current Schedule
E EI Muclear Med
- @ NM Inj
i ---Q Patient
&-@ WM Bone Spect

Schedule

Corfim
Recur
Suggest

Request

[nzert

33. Confirm window opens.

34. Click OK in the Confirm Summary dialog box. This will confirm both the injection and
the scan at the same time. The WIP should now be empty.

Name: ZZTEST , MAURICE

Confirm

MRN: 74001178

Age: 6B Years

m_ Summary | General | Resource View | Guidelines | Motification | Conversation Summaries | Itineraries

DOB: 10/23/50

Sex Male

Locks | Eligibility | Medical Necessity 4

"IN

=-4® NM Bone Scan w/ S

EJfll Muclear Med ZZTEST . MAURICE

Med Rec Nbr: 74001178

- NMinjectiof || Allergies:
=k Nuclear Allergies Not Recorded

{7 NM In
L.[¥] ZZTEY 10/M17/2019 - 12:00 PM 15 Minutes NM Injection Scan w/ Spect Muclear Med  NM Inj Chair
=@ NM Bone 57 I
S Nuclear Medical Necessity State:
7] NMR Checked
' ZZTEY Orders:
MNM Bone Spect
10M17/2019 - 2200 PM 45 Minutes MM Bone Spect Muclear Med ~ NM Room -2
Options Prirt... Print ABM...
< >
=

8.2 Cancel Protocol Appointments via Appointment Inquiry

(Radiology Only)

NOTE: To cancel a Protocol appointment, follow the same procedure as with
other appointments. However, because these are two appointment types
linked together, the system will ask if you want to cancel both

appointments or just one.
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Complete the following steps to cancel via Appointment Inquiry:
—~—

1. Select Appointment Inquiry B

2. Search for Appointment via Person Inquiry, Resource Inquiry, or Location Inquiry.

3. Search for patient if not showing by typing in the Patient’s Name in the Person area
and Click the ellipses.

4. Click Find.

Name: ZZTEST , MAURICE

Inquiy:
Person Scheduls Inguiry - Standard v

Person:
ZZTEST . MAURICE

Start date: Start time:
1017/2m8 2| | |0000

End date: End time:
ey =[] [z

Find Clear Close

WAN: 74001178

Contact..

wn|  Medi. HM Bere Ssect M Roers -2
W2 Reschedule FMGRP Gesug Themgry Fattersor LGEW, Mexs: Joar
WE FMGR Greu Thaskery Patterson LGS, e Jsars
W FMGRP Geaup Themgy Fattersom LEESW, Mews Joar
W £ EM G Groue Theery Patterson LESW, Mlesis Joar
Mo Sho.
Checkin._

Ohick Guat.

Batch Reschedule

Vesify.
Med Nez Check..

etk

Add New Appeintenent

Request
Inquiry

Matifications...

Persan "

Lamk: L

5. Select Appointment, Right click and select Cancel.
6. Protocol window opens.
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7. Select Open this Component (to individually cancel a specific component).

8. Select Open this Protocol (to cancel both components).

9. Click OK.

Protoco

companents, ar the protocal ?

'Z§Z' Cpen one or more components
() Open the protocal

This is part of a protocol appointment. Do you want to open only this component, multiple

NM Injection Scan w/ Spect(Thursday. 10/17/2019. CONFIRMED)
[C] NM Bone Spect(Thursday. Itél?&l]lﬂ_ CONFIRMED)

Cancel

Name: ZZTEST . MAURICE

* .
Bl Mucles Med
% NM injectio|

@ ZITEST, MAURKCE | General Suenenary | Detadls | Ordess | Guidelines | Metification | Comvessation Summarses

Itneraries | Locks | Booking Notes

5 % NMBoneSy | Mmomal Test Rasds

10. Cancel window opens.

NOTE: As with regular appointments, you must give either a cancel reason. If

you are just modifying one component of the Protocol, you will only

need to give a reason once.

11. Select Cancel Reason from drop-down list (To modify both components, select a

reason from the list for each appointment).

12. Click OK to cancel the appointment.
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8.3 Cancel Protocol Appointment via Grid Area

Complete the following steps to cancel via Grid Area:

1. Click date on the Calendar (patients appointment date) to see the list of
appointments.

2. Select the patient’s appointment.
3. Right Click Appointment.

4. Select Actions > Cancel (Cancel window opens).

Scheduling: Scheduling Appointment Book

Task Edit View Help
(A %2 KGO8 E SRS
HEaFEasl

= -[A a ns @ g IRBEE L P AN
AT S WY

Actions . ——
" —— Contact...
¥ Request Madiy.

[« s Broks | Appointment nfirm Raquest Feschedule
i
. Detobes N —— Remave Regqu Hed
Su Mo Tu We Th Fr Sa Ricur Agpointment Cancel..
: . Mo Show..
ToE s s Popiriment local MNavigation v
E 7 8 8 W oMo - Checkln
[ERETETERTY 17 RUERH Inquary Check Out..
W N 2N H BN Berson name: Feport
¥ o®w o= om A Applications 0 Eatch Reschedule...
Persan . Request
St Vasify...

Resources

Book Seftings

Med Neg Check..,
Lodk..

ATEIT
12:30PM
12 dSPME
'I.UUFI'J'IE

e==l1:30PM |

JFor Help, press F1

Protocol Window opens.
Select Open this Component (to individually cancel a specific component).
Select Open this Protocol (to cancel both components).
Click OK.

'-*

This is part of a protocol appointment. Do you want to open only this component, multiple
components, or the protocol 7

@ N o w

'1§1' Open one or more components
() Open the protocal

NM Injection Scan w/ Spect(Thursday. 10/17/2019. CONFIRMED)
[C] NM Bone Spect(Thursday. 11}&17;2019. CONFIRMED)

QK Cancel
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Name: ZZTEST , MAURICE

SR J1 Bonc Scan /S NN
Ell Nucleas Med
4% NMinjectio|

[ W3 ZZTEST.MAURICE |  General Summary | Detads | Cvders | Guidelines | Notification | Comversation Summaries

i % NMBoneSy |Aemwmal Test Rasly

9. Cancel window opens.

NOTE: As with regular appointments, you must give either a cancel reason. If

you are just modifying one component of the Protocol, you will only

need to give a reason once.

10. Select Cancel Reason from drop-down list (To modify both components, select a

reason from the list for each appointment).
11. Click OK to cancel the appointment.
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8.4 Cancel Protocol Appointment via Toolbar

Complete the following steps to cancel via the Toolbar:

1. Click date on the Calendar (patients appointment date) to see the list of
appointments.

2. Select the patient’s appointment.

Click the Cancel icon on Toolbar.

Protocol Window opens.

Select Open this Component (to individually cancel a specific component).
Select Open this Protocol (to cancel both components).
Click OK.

'-'

This is part of a protocol appointment. Do you want to open only this component, multiple
components, or the protocol 7

N o v AW

'Z§Z' Cpen one or more components
() Open the protocal

NM Injection Scan w/ Spect{Thursday, 10/17/2019, CONFIRMED)
[C] NM Bone Spect(Thursday. I%I?Qlllﬂ. CONFIRMED)

oK Cancel

Name: ZZTEST . MAURICE

Age: BB Years

W5 ZITEST, MALRKCE | Genersl Susnenasy | Detads | Orders | Guidelines | Meaification | Comversation Summanes | lnenries | Locks | Booking Motes
- =Cancel pason
B Mucless Med
% NMinjectio| hd
o % NMBoneSy  |Rerwnal Tost Fends .
Adminstrative Ermor
Miemate Apporiment Schedued t
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8. Cancel window opens.

NOTE: As with regular appointments, you must give either a cancel reason. If
you are just modifying one component of the Protocol, you will only
need to give a reason once.

9. Select Cancel Reason from drop-down list (To modify both components, select a
reason from the list for each appointment).
10. Click OK to cancel the appointment.

8.5 Reschedule Protocol Appointments via Appointment
Inquiry (Radiology Only)

NOTE: To Reschedule a Protocol appointment, follow the same procedure as
with other appointments. However, because these are two appointment

types linked together, the system will ask if you want to reschedule both
appointments or just one.

Complete the following steps to reschedule appointments via Appointment Inquiry:
~~

Select Appointment Inquiry »

Search for Appointment via Person Inquiry, Resource Inquiry, or Location Inquiry.

Search for patient if not showing by typing in the Patient’s Name in the Person area
and Click the ellipses.

4. Click Find.
Name: ZZTEST , MAURICE

Person!
ZZTEST . MAURICE

Start date
10417/2013

End date:
ey

Start time:

= [ [ooo0

End time:

= v |2am

| Find | Clear Close

Acute Scheduling/Win32 Guide
Confidential CHH/Marshall University Document

62



MEN: F4001178

Age: B8 Yo

BEG DATE Coatact REQ DOCTOR  RESOURCE

10/17/2019 - 12-00 FM I fanwiSped | | WMy Char
101772019 - 200 PM %ﬂm"' 13 NM Room -2
1W202009 - B30 AM chedule Tharaoy Patterson LGSW, Ales Joan
10222019 - B30 AM Hald... Thersay Patternon LGSV, Aeis Joan
V2N - 830 AM Cancel Tharany Patterson LESW. Alsis Joan
10242019 - 530 AM - Thermoy Patterson LGSW. Alesis Joan

Ha Show...

Checkin...

Chack Out_.

Batch Reschedule

Verify..

Med Mec Check.

Lock.

Add New Appoantment
Request

nguiry .
Hetifications...

Person ¥

Protocol window opens.

© ® N O Ww

Click OK.

Select Appointment, Right Click and select Reschedule.

Select Open this Component (to individually reschedule a specific component).
Select Open this Protocol (to reschedule both components).

Protoco

components, or the protocol 7

'Z§Z' Cpen one or more components
() Open the protocal

This is part of a protocol appointment. Do you want to open only this component, multiple

[C] NM Bone Spect(Thursday. I%I?Qlllﬂ. CONFIRMED)

NM Injecticn Scan w/ Spect(Thursday, 10/17/2019, CONFIRMED)

oK

Cancel

10. Existing Encounter window opens.

11. Click Yes to keep the association to the same Encounter.

12. The 2™ Existing Encounter window will open for the 2" part of the protocol (i.e. NM

Bone Spect)
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13. Click Yes.

Existing Encounter

= The MM Injection Scan w/ Spect is cumently associated to an active
L Ié. encourter. Would you like to retain this Egociaﬁon?

Show comments dialog only when required.

No Yes

14. Appointment Attributes window opens.

15. Click OK.
S—
| Appointment Attributes | ?
ZZTEST , MAURICE Details | Orders | Move Criteria | Resource List | Guidelines | Appointment | Eligibility | Medical Necessity
(S NM Bone Scan w/ Spect
-} Nuclear Med
<% NM Injection Scan w/ Sp
<% NM Bone Spect
< >
o

MRN: 74001178 DOB: 10429450

Age: 68 Years

Sex: Male

Work in progress:

%% NM Bone Scan w/ Spect
=2-[ Nuclear Med
- NM Injection Scan w/ Spect
EI Current Schedule
kl Muclear Med
- MM Inj
Q Patient
- NM Bone Spect

A Schedule

W Insert

Corfirm

Recur

Suggest I

Reguest

16. Work in Progress window opens.
17. Click Reschedule.
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18. Click Suggest.

19. Suggest Criteria window opens.

20. Click Suggest and list of opens shows to the right.

21. Click Next or Next Day to see more suggested appointments.
22. Select the appointments.

23. Click Select.

24. Click OK.
1
Suggest Criteria  Preferences Pat Dur Pat Date/Tene Person Aot Date/Time Aot Type Resource Fost
Aoportment Date EIE| 2 Hours) 45 Mewten | Fodey, 10/18/2015 - 800 AM m 1071872015 80 AM._| WM Iryection Scan w Spect | NM by Crar |
% 5 I [ Fiaw 0182015 1000 A8 . 10/18/2015 1000 AM | NM Bone Soect | NM Room 2 |
® Date range lonwzne 2|54l didaladid S1[%] || 5 4 2Houwb) 45 Mraes Fecey, 101872015 830AM  ZZTEST MAURKE  Fadey, 10/18/2015 - 8:30 AM NM byection Scanw/ Spect NM injChar  Nocled)
Sl T . Fizmam s Faday, 10/12/2019- 1030 AM  ZZTEST  MAURKE Feday, 10/18/2013- 1030AM  NM Bone Spect NMRoom -2 Noclea)
= [ ; ‘ ¥ 20 b 2Houts) 45 Mrutes Fadey, 10/18/2019-900AM  ZZTEST. MAURKE Fedsy, 10/18/2019-300AM  NM ijection Scanw/Spect NMinChar  Nucles]
Dute restsctions: Nt 2D Feday, 10/12/2019- 1100AM  ZZTEST  MAURKE Frday, 10/18/2013- 11.00AM  NM Bone Spact NM Foom -2 Moclea)
Bl % 2Hours) 45 Mrutes Fadey, 10/18/2015-930AM  2ZTEST  MAURKCE Faday, 10/18/2019- 330 AM NM Iryection Scanw/ Spect  NM iy Char  Nuclea
| M [ T [Wed [ T | 7 R Faday, 10/1/2019- 1130 A ZZTEST  MAURKE  Faday, 10/1/2019- 1130 AM  NM Boe Spect NM Room -2 Mucleo]
5 b 2Hou) 45 Meutes Fedey, 10/1/2019- 1000AM  ZZTEST, MAURKE Fedsy, §18/2015- 1000 AM  NM ijection Scanw/ Spact NM iy Crse  Nucieo
2 Foday, 10/12/2019-1200PM  ZZTEST  MAURKE Faday, 10/18/2019- 1200PM  NM Bone Spact NMRoom -2 Muclea)
Fopontmert Teme
® Trme range 0800 2| 2
Time restactions
|
doy |
i i
|
o || s |
Next Next Day I Cesr Select Cancel

MRN: 74001178 DOB: 10429450

Age: 63 Years Sex: Male

‘Work in progress:

=-#% ZZTEST, MAURICE A Schedule
- % NM Bone Scan w/ Spect
=N Bﬂl Muclear Med Contfim
B @ MM Injection Scan wy/ Spect Recur

Reschedule

E‘i Current Schedule

EI--- uclear Med
& MM Inj Request
_ - Patient
w9  NM Bone Spect hd Insert

25. Work in Progress window opens.

26. The appointment will display in a pending status within the WIP.
27. Click Confirm.

28. Confirm window opens.

29. Click OK in the Confirm Summary dialog box. This will confirm both the injection and
the scan at the same time. The WIP should now be empty.
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=¥ ZZTEST, MAURICE

-® NM Bone Scan w/ 5
=) Nuclear Med

& % NMinjectio

¢ &[0 Nuclear

: NM Il

w[¥] ZZTE!

@ NMBones§,

= [} Muclear

@] NM R

@] 7ZTE

MRN: 74001178

Name: ZZTEST , MAURICE

Age: 68 Years

Summary | General | Resource View | Guidelines | Motification | Conversation Summaries | Itineraries

DODB: 10/29/50

Sex: Male

Locks | Eligibility | Medical Necessity__|

ZZTEST ., MAURICE

Allergies:
Allergies Not Recorded

Med Rec Nbr: 74001178

10/18/2019 - 8:30 AM 15 Minutes NM Injection Scan w/ Spect Nuclear Med ~ NM Inj Chair
Medical Necessity State:
Checked
Orders:
NM Bone Spect I
10/16/2019 - 10:30 AM 45 Minutes NM Bone Spect MNuclear Med  NM Room - 2
Options Prirt Print ABN
0K } Cancel

8.6 Reschedule Protocol Appointment via Grid Area

Complete the following steps to reschedule appointments via Grid Area

1. Click a date on the Calendar (patients appointment date) to see the list of
appointments.

2. Select the patient’s appointment.
3. Right click the Appointment.

4. Select Actions > Reschedule.

&

Scheduling: Scheduling Appointment Book

Task

Edit

Wiew

Help

Bt Fnat P
;u-:-..'-.'-_'.}
LY

Cmoae T2

214945 P

A E % e E R KW

o 'n

‘nes @ P MNABED L P J

8 8 & .4 8w

®

= o . Contact... -
‘ Detobe s ontrent /i
Su Mo Tu We e Ruschodule
1 ] Hold... Bt
Cancel.
E 7 8 9 AN Caar
[ERRTERLERCY | o Shown
:: ;1“ zs ;; Check in...
Mavigation v Chack ©
Inguairy * .
. L r—
T 1 Apphations » Pequest
u - pplcat . NM Room -2 NM Dexal
: 50 Person . Verify...
| ‘—'_11.1SAM.;!'!.| Shots v Med Nec Check.. i
e 11:30 AM: Bescurces .
. Lock
LA | N
= = ! v Shube...
L1215 P i Swap Resources...
12:30 PM: z Feorder .
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Protocol Window opens.

@ N oW

Click OK.

Select Open this Component (to individually reschedule a specific component).
Select Open this Protocol (to reschedule both components).

]
Protoco b

This is part of a protocol appointment. Do you want to open only this component, multiple
components, orthe protocol 7

'ZEZ' Open one or more components
() Open the protocol

NM Injection Scan w/ Spect{Thursday. 10/17/2019, CONFIRMED)
[C] NM Bone Spect(Thursday. 1%17/2019. CONFIRMED)

QK Cancel

9. Existing Encounter window opens.

10. Click Yes to keep the association to the same Encounter.

11. The 2™ Existing Encounter window will open for the 2™ part of the protocol (i.e. NM

Bone Spect).
12. Click Yes.

The MM Injection Scan w/ Spect is cumently associated to an active
! % encounter. Would you like to retain this ﬁsaciaﬁan'?

Show comments dialog onby when required.

Existing Encounter E

13. Appointment Attributes window opens.
14. Click OK.
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S—
| Appointment Attributes | ?
ZZTEST, MAURICE Details | Orders | Move Criteria | Resource List | Guidelines | Appointment | Eligibility | Medical Necessity
£ NM Bone Scan w/ Spect
=[] Nuclear Med

<& NM Injection Scan w/ Sp|

<% NM Bone Spect
< >

e

15. Work in Progress window opens.
16. Click Reschedule.
17. Click Suggest.

MBN: 74001178 DOB: 10/29/50

fAge: 68 Years Sex: Male

Waorlk in progress:

55 NM Bone Scan w/ Spect ~ Schedule
=k Muclear Med _
=4  NM Injection Scan w/ Spect e

Reschedule Recur

EI Current Schedule

kl Muclear Med Suggest I
- MM Inj = .

-9 Patient Request
F-Z  NM Bone Spect

W Ingert

18. Suggest Criteria window opens.

19. Click Suggest and list of opens shows to the right.

20. Click Next or Next Day to see more suggested appointments.
21. Select the appointments.

22. Click Select.

23. Click OK.
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Suggest Criteria | Preferences
Foportmert Date

@® Date range: 10177209

3llv| mnezos v

Pat Dur

L] :‘:Im Foday, 10/18/72015- 800 AM | ZZTEST , MAURKE mmﬂm
L | Fidey 10/18/2013-1000 A 1072015 1000 | T B oot | WP 7|

Bl h 2 Hours) 45 Mtes  Feday, 10/18/2019 - 830 AM
2l i 2Hours) 45 Minutes  Friday, 10/18/2019 - 900 AM
2l % 2Hourls) 45 Mrutes  Fadsy, 10/18/2019- 930 AM

2 % 2Hourfs) 45 Mnutes  Fadsy, 10/18/2019 - 1000 AM

Pat Date/Teme Perscn

2ZTEST, MAURCE
ZZTEST . MAURKE
ZZTEST , MAURKE
ZZTEST, MAURKE
2ZZTEST , MAURKE

Frday, 10/18/2019 - 1030 AM
Faday, 10/18/2019 - 1100 AM
Frday, 10/18/2019- 1130 AM  ZZTEST , MAURKE
2ZZTEST , MAURKE

Frday, 10/18/2019- 1200 PN ZZTEST , MAURKE

oot Date/Time Aopt Type

Feday, 107182015-530AM  NM Inectin Scan w/ Spect
NM Bone Spect
NM Injection Sean w/ Spect
NM Bene Spact
NM Iyaction Sean w/ Spact

Feday, 10/18/2019- 1030 AM
Fadsy, 10/18/72019 - 300 AM
Feday, 10/18/2013- 1100 AM
Fodsy, 10/18/2019- 330 AM
Feday, 10/18/2015- 1130 AM
Fedsy, L18/72015 - 1000 AM
Faday, 10/18/2019 - 1200 PM

NM Bone Spect
NM Inyection Scan w/ Spect
NM Bone Spect

Resouce

HMhO\-
NM Room -2
NM iy Chae
NM Room -2
NM iy Char
NM Room -2
NM Iy Char
NM Room -2

E?_

Naden

EEEEEES

24. Work in Progress window opens.

25. The appointment will display in a pending status within the WIP.

26. Click Confirm.

MRN: 74001178

Age: 63 Years

DOB: 10/29/50

Sex: Male

‘Work in progress:

=-#% ZZTEST, MAURICE
=-® NM Bone Scan w/ Spect
2-Jl Muclear Med
EQ MM Injection Scan wy Spect
: Reschedule
EI Current Schedule
EI uclear Med
NM Inj
: (-4 Patient
i  NMBone Spect

Schedule
Carfimm
Recur
Request

Ingert

27. Confirm window opens.

28. Click OK in the Confirm Summary dialog box.

29. This will confirm both the injection and the scan at the same time.

30. The WIP should now be empty.
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8.7

1.

N o u s w

:
MRN: 74001178 DODB: 10/29/50
Name: ZZTEST . MAURICE
Age: 6B Years Sex: Male
=-#3 ZZTEST, MAURICE Summary | General | ResourceView | Guidelines | Notification | Conversation Summaries | ltineraries | Locks | Eligibility | Medical Necessity 4
-® NM Bone Scan w/ 5
=+l Nuclear Med ZZTEST . MAURICE Med Rec Nbr: 74001178
2% NMinjectiof | | Allergies:
. & Muclear Allergies Not Recorded
NM Il
-[#] ZZTE 10/18/2019 - 8:30 AM 15 Minutes NM Injection Scan wf Spect Muclear Med  NM Inj Chair
@ NMBones§,
S Muclear Medical Necessity State:
7] NMR Checked
- [@] ZZTE Orders:
NM Bone Spect I
10/16/2019 - 10:30 AM 45 Minutes NM Bone Spect MNuclear Med  NM Room - 2
Options Prirt Print ABN
< >
Goncel

Reschedule Protocol Appointment via Toolbar

Click date on the Calendar (patients appointment date) to see the list of
appointments.

Select the patient’s appointment.

£
C)

Click the Reschedule

Protocol window opens.

icon on Toolbar.

Select Open this Component (to individually reschedule a specific component).

Select Open this Protocol (to reschedule both components).
Click OK.
'-*

This is part of a protocol appointment. Do you want to apen only this component, multiple
companents, ar the protocal ?

(@) Open one or more components

() Qpen the protocal

NM Injection Scan w/ Spect(Thursday. 10/17/2019. CONFIRMED)
[C] NM Bone Spect(Thursday, Itél?ﬂl]lﬂ. CONFIRMED)

0K Cancel
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8. Existing Encounter window opens.
9. Click Yes to keep the association to the same Encounter.

10. The 2™ Existing Encounter window will open for the 2" part of the protocol (i.e. NM

Bone Spect).
11. Click Yes.

Existing Encounter E

The MM Injection Scan w/ Spect is cumently associated to an active
! % encounter. Would you like to retain this E§saciaﬁan'?

Show comments dialog only when required.

12. Appointment Attributes window opens.

13. Click OK.

| Appointment Attributes | ?
ZZTEST, MAURICE Details | Orders | Move Criteria | Resource List | Guidelines | Appointment | Eligibility | Medical Necessity
SX] NM Bone Scan w/ Spect|
=} Nuclear Med

<G NM Injection Scan w/ Sp

<% NM Bone Spect
< >

==

14. Work in Progress window opens.
15. Click Reschedule.
16. Click Suggest.
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MRN: 74001178 DOEB: 10429450

Age: 68 Years Sex: Male

Work in progress:

-5 NM Bone Scan w/ Spect 2 e
=k Muclear Med :
=% NM Injection Scan w/ Spect ot

Reschedule Recur

5 Current Schedule

kl Muclear Med Suggest I
@ NM Inj —

% Patient Request
- MM Bone Spect

v Insert

17. Suggest Criteria window opens.

18. Click Suggest and list of opens shows to the right.

19. Click Next or Next Day to see more suggested appointments.
20. Select the appointments.

21. Click Select.

22. Click OK.

Suggest Criteria | Preferences Pat Dte/Tene Perscn et Date/Trme Post Type
Aopantment Date = r‘[m ZZTEST, MAURKE M“
< < | | Fody. 10/18/2013- 1000 AM | ZZTEST. MAURKE | Faday. 01072515 1000
® Date range Jonzans Hiy (navans SY | E A 2 Hou) 45 Meutes mumamw SI0AM | ZZTEST.MALRICE. Fadey, 1010/2019- 8300 | N Focton Seam/ Spect. NMIy Crar Naaen
Faday, 10/18/2018- 1020 AM  ZZTEST, MAURKE Fadsy, 10/12/2018-1030AM  NM Bone Spect NM Room -2
2] % 2Hours) 45 Mrutes  Faday, 10/18/2015-300AM  ZZTEST  MAURICE  Faday. 10/18/2019 - 300 AM NM Ingection Scan w/ Spect  NM iy Char
Feday, 10/18/2019- 1100 AM  ZZTEST, MAURKE Faday, 10/12/2019- 1100AM  NM Bone Spect NM Room -2
E] % 2Hours) 45 Mrutes Fadey, 10/18/2015- 930 AM  2ZTEST  MAURKCE Faday, 10/18/2019- 330 AM NM Iyection Scan w/ Spect  NM Iy Char
Faday, 10182019 - 1130 AM  ZZTEST  MAURKCE  Frday, 10/18/2019- 1130 AM  NM Bone Spect NM Room -2
2l & 2Houris) 45 Mrutes Feday, 10/18/2019- 1000 AM  ZZTEST, MAURKE  Frday Q]&?OW"OWAN NM Inyection Scan w/ Spect  NM Iy Char
Frcay, 10/18/2019- 1200 PN ZZTEST, MAURKCE  Faday, 10/18/2019- 1200 PM  NM Bone Spect NM Room - 2

mm

23. Work in Progress window opens.

24. The appointment will display in a pending status within the WIP.
25. Click Confirm.
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MRN: 74001178

Age: b8 Years

Work in progress:

DOB: 10429450

Sex: Male

=M% ZZTEST, MAURICE
=% NM Bone Scan w/ Spect
=) Muclear Med

Reschedule

EI uclear Med
MM Inj

! - Patient
+-% MM Bone Spect

EI Current Schedule

EQ MM Injection Scan w/ Spect

Schedule
Confirm

Recur

Suggest

Request

Insert

26. Confirm window opens

27. Click OK in the Confirm Summary dialog box. This will confirm both the injection and

the scan at the same time. The WIP should now be empty

Name: ZZTEST , MAURICE

MREN: 74001178

Age: 68 Years

Summary | General | ResourceView | Guidelines | Motification | Conversation Summaries | Itineraries

DODB: 10/29/50

Sex: Male

Locks | Eligibility | Medical Necessity__| »

=M ZZTEST, MAURICE
(=~ @ NM Bone Scan w/ 5
Efncerve | | ZZTEST , MAURICE
7% NMinjectiof || Allgrgies:
o =l Nuclear Allergies Not Recorded
[ NM I
ZITE 10/18/2019 - 8:30 AM 15 Minutes
& @ NMBones)
[ Muclear Medical Necessity State:
[ NMR Checked
ZZTE Orders:
NM Bone Spect
10/18/2019 - 10:30 AM 45 Minutes
< >

Med Rec Nbr: 74001178

MM Injection Scan w/ Spect

NM Bone Spect

Nuclear Med
Nuclear Med ~ NM Room - 2
Options

MM Inj Chair

Prirt.. Prirt ABN...

0K l Cancel
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9 Group Appointments (MOMs Only)

e Note: Group appointments require a group session to First be placed out in the slots
before a group appointment can be booked.

9.1 MOM’s Group Appointment

Complete the following steps to book a group session appointment:

1.

LA S

Click Books.

Click the Bookshelf.

Select Bookshelf window opens.

Select the Bookshelf that you want (i.e. Maternal Opiate Medical Support).

Click OK.

[ 123 Scheduling: =0
Edit 5

uTing Appointment BOCK

[T = s BN " R T Y- T TR - I ..
T

=
A 0aemkFF

s @ PRIBEB S A

T
i = LY [Select Bookshelf E
™ e -
+ Back and Spine
¥ [
: L8 -
: .

Carchare: Sermces
TR | ook | fsvoines ooy e
CHH
d Lo i > i (il CHH Pain Conter
Su Mo Tu We Th Fr Sa % DExA
5 ELCCC Disgroshc Bresst Canter
ECHO Lab

1

B a9 2

E] 1516 &8 13

W N @2 ¥ nu B x
7 om oH@m oW 3

+ i H Sevecs Pan elress
= 1 + o
IJx_. 5l MU NM Cardiclogy w

Click MOMS Group book.
Click Open.

Books | Appointrment

Bookshelf - Maternal Opiate Medical Support Cpen

T

MOME Group

MOME Besources
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8. MOMS Community Room Calendar opens up with current day schedule (click on the
Calendar to change the day).

9. Click on Appointment Tab.

i Scheduling: Scheduling Appeantment Book - o IEM|

Task Edit View Help

AW E R K 4o 8BRS S
BEoFonasp

e mkes - [ 4 ins @R IRED L P U8
TR S N

s e— e

Ll Dctobe 3 |

Su Mo Tu We Th Fr Sa

1 3 4 8

6 7 8 8 W oM w2 +
13 14 15 18 17 18 13

Bookshelf - Matemnal Opiate Medical Support

== MOMS Community Room s
R 700 AM

L[ 7:16AM |
T:30 AM
7:45AM
"7 8:00AM [Community ... [Community ... |[Community ...
I 8:15AM 1 Community Rocem (8:00 AM - 500 PM)
=] 8:30 AM | 11 I |
For press F1 BOOO4 SCHEDCLERK2 Menday, October 21, 2019 2:33 PM

Ce Ce ity ... ||C

ity ... ||Community ... ||[Community ... | Community ...

10. Appointment Tab opens
11. In Appointment Type: type in MOMS Group and Press Enter
12. Appointment Location automatically defaults to CHH MOMS

Appointment

*Appointment type: Move B

| -

Appaintment location:

Mext

Clear

Person name:
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13. In the Person Name box, enter the patient's Last Name and First two letters of the

First Name.

14. Press ENTER or the ellipses to search.

15. The Person Search window opens and lists patients whose Name matches the

patient information you entered.

16. Select the appropriate patient.

17. Click OK.
=% Person Search
Account & Match % Name MRN SSN Sex DOB Ag
80.00 ZZTEST . TRICK 05375487  MOO-X0K-2381  Male 03/11/83 36
N 100.00 | ZZTEST.TERESA | 74000016 | | Female | 12128/92
ame:
ZZTEST, TERESA
MRN:
DOB:
PO B
Sex: < >
FIMN VIP Confidentiality Room  Attending Physician Enc’|
SSN: 820040632 RoutClinical Test , MD2 Prere
820057701 Pinson MD, Cynthia Clinic
820057677 Pinson MD, Cynthia Clinic
Location: 820057719 Pinson MD, Cynthia Clinic
820057669 SOUTHALL PA-C. JASON R Clien
820057644 SOUTHALL PA-C. JASON R Clinic
FTE (== 820040533 RoutClinical Test , MD2 Eme
820011104 RoutClinical GIEES MD, MICHAEL W Outp
820010783 RoutClinical BROWNING MD, SHANNON L Outp ¥
£ >
OK Cancel Preview... Add Person Add Encounter Maodify
18. Click Move to move to WIP
Boaki | Apposnlment
MOME Groug - Merve ¥
wAppoiniment IpCation
Mt
CHH MOMS W

ZITEST . TERESA

Ciagy

19. Complete any required fields on the Appointment Attributes.

20. Drop down Location field Select “CHH Maternal Opiate Medical Support”

21. Click OK.
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Appointment Attributes ?

=07 ZZTEST, TERESA Details | Orders | Move Criteria | ResourceList | Guidelines | Appointment | Eligibility | Medical Necessity
(-9 MOMS Group

ZZTEST , TERESA *Requested Start Date/Time:
1042172018 = w8z

MOMS Group Session
Stop Date/Time:

yey— =M.

*Scheduled to Location:

CHH Matemal Opiate Medical Support v

Special Instuctions

Order Location:

Optional | Search | Easting Orders | Privieges | AOS | Required *Future Order:

Yes v

Research Account: l%

Research Modifier:

22. WIP window opens
23. Click “Schedule” or “Recur” (if the appointment is going to be recurring)

Wark in progress:

=--#% ZZTEST, TERESA Schedule

-5 MOMS Group _
El Current Schedule Confiom
=} CHH MOMS
e MOMS Group Session
L rﬁ

ient

Recur

Suggest

Reguest

Insert
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24.
25.
26.
27.
28.
29.
30.
31.
32.

Resource:

MOMS Community Room

Default slot:
Community Room (2:00 AM - 5:00 PM)

Time:

e

Duration:
1 [=] Houns) + | Minutes « | Day

[ ] Distinguish setup and cleanup durations m

QK Cancel

Schedule - MOMS Group "HEN

Schedule — MOMS Group window opens

Review Resource (MOMS Community Room)

Review the Default Slot (Community Room (8:00 AM —5:00 PM)
Review the appointment Time

Duration

Click OK

Work in Progress window opens.

The appointment will display in a pending status within the WIP.
Click Confirm.

Warlk in progress:

=--#% ZZTEST, TERESA

Schedule

=@ MOMS Group

Corfirm

EI Current Schedule

2l CHH MOMS
- @ MOMS Group Session
-4 Paent

———————
1

Recur
Suggest

Request

Insert
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Cenfirm

MRN: 74000016 DOB: 12728792

Name: ZZTEST , TERESA

=W ZZTEST, TERESA
=-@ MOMS Group
2-{fl} cHH Moms
MOMS Com
ZZTEST, TER|

Age: 26 Years Sex: Female

Summary | General | Resource View | Guidelines | Neification | Conversation Summaries | Itineraries | Locks | Eligibility | Medical Necessity__ | ¥

ZZTEST , TERESA Med Rec Nbr: 74000016
Allergies:
Allergies Mot Recorded

Orders:
MOMS Group Session

10/23/2019 - 8:00 AM 1 Hour(s) MOMS Group CHHMOMS  MOMS Community Room

Options Prirt...

Frint ABN..

Cancel

33. Click OK in the Confirm Summary dialog box

34. Encounter Selection window opens

35. Select the correct Encounter or Click “Add Enc”

Encounter Selection

» IEM|

FINNER  Enc Type
820057701 Clinic
820057677 Clinic
820057719 Clinic
820057669 Client
820057644 Clinic

820058196 PreRecuning
820040632 Prereq

Disch Date Admit Type  Facility Murse Unit
10/18/2019-11:59 PM CHH HomeCareMed CHH HomeCareMed
CHH HomeCareMed  CHH HomeCareMed
CHH HomeCareMed  CHH HomeCareMed
CHH Occ Kenova  CHH Occ Kenova
CHH Occ Kenova  CHH Occ Kenova

M
Caball Hig Hosp | ED

820011104 Outpatient 3/29/2019-11:59 PM  Hective Cabell Htg Hosp RCR
820010783 OQutpatient 3/26/2019-11:59 FM  Hective Cabell Htg Hosp CHHCR

CHH MOMS CHH MOMS
Elective Cabell Htg Hosp Outpt sungeny

Encounter Prsnl Provider Name

Aftending Physician  Pinson MD, Cynthia
Attending Physician  Pinson MD, Cynthia
Attending Physician  Pinson MD, Cynthia
Attending Physician  SOUTHALL PAC, JASON R
Attending Physician  SOUTHALL PAC, JASON R
Test D2

Attending Physician GIBBS MD, MICHAEL W

Attending Physician BROWHNING MD, SHANNON L 3/25/2019 -

Aftending Physician Test MD, PhysicianCommunity
Attending Physician Test , MD2

Reg Date

1071872019
10/18/2019
10/18/2019
10/18/2019
10/18/2019
7/16/2013 -
3/28/2019 -

Modify Add Enc

Cancel

'

Flapas salact tha o

Available Conversations

rEabon you would bios o uss

Preel Limak Bill

PreReg

II'Ig
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36. Available Conversation window opens
37. Click on Drop-down and select PreReg
38. Click OK

39. Organization window opens

40. Type in the Facility Name (CHH Maternal Opiate Medical Support)

41. Click Enter
42, Click OK

i Organization
registered.

Facility Mame | Facility Alias

Select the facility and/or client to which the encounter should be

External MPI Retrieve Person

@ Unable to complete MPI retrieve because local person does not have retrieve
criteria.

0K

43. External MPI runs
44. Results of External MPI opens
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45, Click OK
46. Insurance Profile Selection window opens

47. Click box next to Health Professional (used for any type of Clinic visits)
48. Click OK

i | Insurance Profile Selection | - B
L Profile Seq_ Health Plan Payer Financial Class Subscriber Member Number  Group Number
M | Health Professional
1 Medicare Medicare Medicare ZZTEST TERESA 454654
2 WestVirginia Medicaid  WestVirginia Medicaid  Medicaid WY ZZTEST TERESA 48646545
[] Hospital
1 Blue Cross CHH Employes  Blus Cross CHH Employee ZZTEST TERESA  ZPO1234DSKFILS 77777
O Worker's Comp
1 Workers Comp WV Workers Comp WY Workers Compensation  ZZTEST . TERESA 4654
< >
O--- | oK | Cancel
!

[ I PreReg I - o IEl
@ | e
Last Name: First Name; Middle Name: Preferred First Name
Previous Last Name: Suffix: Admin Sex: *Birth Sex: Social Security Number:
v| Female Female v
Reason For No SSN: Date of Birth: Age: Medical Record Number. Financial Number:
Patient refused v | [12/28/1992 26Y 74000016
Estimated Patient Responsibility: Medical Necessity Status: NOP Acknowledgement: *PreReq Status: Arrival Comment:
$0.00 v| Noton File Incomplete v
Patient Encounter Guarantor Insurance Primary | Insurance Secondary | Insurance Tertiary | MSP | Insurance Summary | Additional Contacts
~

Address Info: Pt Phys Addr - Clear (c): Pt Alt Address - Clear (c):

v Ly
Pt Home (Mailing) Address: Pt Physical Address:
@ [7321 HAL GREER BLVD @ [1321 HAL GREERBLVD

HUNTINGTON. WW 25701~ HUNTINGTON. WV 25701-
3803 3803
Address Verification
Pt Alternate Address:
+ | Add Address.
v
Complete Cancel
Ready SCHEDCLERK2 [B0004 | 10/22/19 | 07:01

49. PreReg window opens.

50. Review each tab and complete any required information before clicking “Complete”
51. Patient Information Tab

e Verify Address Information

e Verify Telephone Information

e Verify Healthe Life Portal

e Verify Personal Data

52. Encounter Tab

e Building (automatically defaulted to CHH MOMS)
e Nurse\Ambulatory (automatically defaulted to CHH MOMS)
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Patient Type (PreRecurring)
Medical Service (Counseling Services)

Reason for Visit (type in the reason: Counseling Services)

Attending/Rendering Physician
Verify Account Data (Estimated Arrive Date and Estimated Arrive Time which
is the date and time of the appointment)

53. Insurance Primary Tab (complete same steps if patient has Secondary and Tertiary)

54. Click Confirm and your appointment will be confirmed on the appointment Grid.
55. Appointment is Confirmed and showing on Calendar Slot (WIP window is empty)

Verify Authorization Information

9.2 MOM'’s Resource Appointment

Complete the following steps to book a MOMSs Resource appointment (to see the NP

or SW):

1. Click the bookshelf.

2. Select Bookshelf window opens.
3. Select the Bookshelf that you want (i.e. Maternal Opiate Medical Support).

4. Click OK.
[ (=3 SCReauNng: SCHEQUING APPOMTMEnt BOOK
Task Edit View Help
o W - B B R NI R R
d 1
EEEYTY Y. i
igm [ 0y @ o B EBEPE L P J®
P o T /8 8 Select Bookshelf
11 Jindes Books
5 (W Back and Spire
7 il Broait Hoskh Corter
o (il Cordarc Sorvice:
Books | Appaintment Cercho Pumnary Fishab
] CHH
9 Lo > (il CHH P Conter
Su Mo Tu We Th Fr Sa o
1 2 3 4 5 <§E:C:Dmn:l3-.-a:tcm
6§ 7 8 5 W0 oMow ¢ 08 ECHO Lab
o (il Hewt Caih
ENRTER CERTY 17 RUERE] + us
D N =z n N BB :
7 B o= oW oA -
-+ shal Togys ¥l

.
e[ 7:00AM

MU Cat Scan

| d Uine:
3 MH Serior Pan ard Woslhess
i MU NM Carcickogy

2

5. Click MOMS Resource book.
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6. Click Open.

Books " Appointment

| Bookshelf - Maternal Opiate Medical Support |

MOMS Resources
MOMS Group

0

7. MOMS Resources Calendar opens up.
10/25/2019 - MOMS Resources
| 8:00 AM |[Rachel Goddard LPC
., 8:15AM
8:30AM
8:45AM
7| 9:00Am MOMS Walk Ins
| 9:15 AM
==|9:30AM v
8. Select the Resource and Slot Time
9. Right Click and Click Add New Appointment
.h Scheduling: Scheduling Appointment Book
Task Edit View Help

e w8 8 @& i BB S S

A W O = N M I
EuEne s P
[ Back-m - @ @

LR

ins @R OBED LY AN

o T o2

Request
Remove Request
Recur Appeintment
Havigation
Inguiry
Report
Applications
Person
Hots
Resources

Beok Settings

10. In Appointment Type: type in MOMS and Press Enter
11. Appointment Type Help window opens
12. Select Appointment Type
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L] Appointment Type Help

Appoirtment Type 2

2 MOMS BH Intake

2 MOMS Consult

2 MOMS Group

= MOMS Individual Counseling

= MOMS Med Management

= MOMS Medical Intake W

oK

Cancel

13. Appointment Location automatically defaults to CHH MOMS

14. In the Person Name box, enter the patient's Last Name and First two letters of the

First Name.

15. Press ENTER or the ellipses to search

16. The Person Search window opens and lists patients whose Name matches the

patient information you entered.

17. Select the appropriate patient

18. Click OK
=y Person Search

Account #: Match % Name MRN 88N Sex DoB Ag
80.00 ZZTEST ., TRICK 05375487 XO{XX-2381  Male 03/11/83 36

N 10000 | ZZTEST.TERESA | 74000016 | | Female | 12028192

ame:

Z7TEST. TERESA

MRN:

DOB:

-

s e =

Sex: < kd
FIN VIP  Confidentiality Room  Attending Physician Enc]

55N 820040632 RoutClinical Test , MD2 Prere
820057701 Pinson MDD, Cynthia Clinic
820057677 Pinson MD, Cynthia Clinic

Location: 820057719 Pinson MD, Cynthia Clinic
820057669 SOUTHALL PA-C, JASON R Clien
820057644 SOUTHALL PA-C. JASON R Clinic

Search Reset 820040533 RoutClinical Test , MD2 Eme
820011104 RoutClinical GIEBS MD, MICHAEL W Outp
820010783 RoutClinical BROWNING MD. SHANNONL | Ouip ¥
< >
OK Cancel Preview... Add Person Add Encounter Madify

19. Patients Name is displaying
20. Click Move to move to WIP
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Books | Appontment

MOMS Gronp P

" Appoiniment Incation
CHH MOMS -
#Paran name

ZZTEST . TERESA

21. Appointment Guidelines window opens
22. Click Close

[%ppointment Guidelines ?

PLEASE REMIND PATIENT TO BRING CURRENT INSURANCE CARD TO
APPOINTMENT

Close

23. Complete any required fields on Appointment Attributes.
24. Drop down Location field Select “CHH Maternal Opiate Medical Support”
25. Click “OK”
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Appointment Attributes

<5 MOMS Individual C

| zzvesT TeresA Details | Orders | Move Criteria | Resource List | Guidelines | Appointment | Eligibility | Medical Mecessity

ZZTEST , TERESA

MOMS Individual Counseling

Optional | Search | Existing Orders | Frivieges | A0S | Required

*Requesied Stat Date/ Time:
10/22/2019

Stop Date/Time
prymey—

S

=

*Scheduled to Location:

CHH Matemal Opiate Medical Suppart v|

pecial Instructions

Order Location:

*Future Order:

Yes

Research Accourt:

Research Modifier:

Cancel

26. Work in Progress window opens

27. The appointment will display in a pending status within the WIP.

28. Click Confirm.

Work in progress:

=--#% ZZTEST, TERESA
EQ MOMS Individual Counseling
EI Current Schedule
Sl CHH MOMS
'& mom
-4 Patient

Schedule

Corfirm

Recur
Suggest

Request

Insert

29. Confirm window opens

30. Click OK in the Confirm Summary dialog box.
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Confirm ?

MRN: 74000016 DOB: 12/28/92
Name: ZZTEST , TERESA
Age: 26 Years Sex: Female
BN Summary | General | Resource View | Guidelines | Notification | Conversation Summaries | Itineraries | Locks | Eligibility | Medical Mecessity | ¥
- MOMS Individual C
=-f CHHMOMS ZZTEST , TERESA Med Rec Nbr: 74000016
achel Goddi || Allergies:
ZITEST,TER| | Allergies Mot Recorded
10/25/2019 - 9:00 AM 1 Hour(s) MOMS Individual Counseling CHHMOMS  Rachel Goddard LPC
Orders:
MOMS Individual Counseling
I
Cptions Print Prirtt ABN
< >

=

31. Encounter Selection window opens
32. Select the correct Encounter or Click “Add Enc”

Encounter Selection ¥
FINNBR  Enc Type Disch Date Admit Type  Facility Murse Unit Encounter Prsnl Provider Name Reg Date
820057701 Clinic 10/18/2019- 11:55 FM CHH HomeCareMed CHH HomeCareMed Attending Physician Pinson MO, Cyrthia 10/18/2019]
820057677 Clinic 10/18/2019 11:59 PM CHH HomeCareMed CHH HomeCareMed Attending Physician Pinson MDD, Cyrthia 10/18/2019|
820057715 Clinic 10/18/2013%31:55 PM CHH HomeCareMed CHH HomeCareMed  Aftending Physician  Pinson MD, Cyrthia 1041872019,
820057669 Client 10/18/2019 - 11:59 PM CHH Occ Kenova CHH Occ Kenova Attending Physician SOUTHALL PALC, JASONR 10/18/2019
820057644 Clinic 10/18/2019-11:55 PM CHH Occ Kenova  CHHOcc Kenova  Aftending Physician  SOUTHALL PAL. JASON R 10/18/2019
[520040533) Emergency || Emergency | Cabel Hig Hosa Atencing Physician | Test D2
820011104 OQutpatient  3/29/2019-11:59 PM  Hlective Cabell Htg Hosp RCR Attending Physician GIBBS MD, MICHAEL W 3/268/2019 -
820010783 Outpatient  3/26/2019-11:59PM  Blective Cabell Htg Hosp CHHCR Attending Physician BROWNING MD, SHANNON L 3/25/2019 -
820058156 PreRecurming CHH MOMS CHH MOMS Attending Physician Test MD, PhysicianCommunity
820040632 Prereg Blective Cabell Htg Hosp Outpt surgery Attending Physician Test , MD2
< >

Modfy ] Add Enc =

33. Available Conversation window opens
34. Click on Drop-down and select PreReg
35. Click OK
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& Available Conversations H

Flease salact the cormarsabon you would hiks i uss

| w

Prel Lmnt Bllllng
PreReg

36. Organization window opens

37. Type in the Facility Name (CHH Maternal Opiate Medical Support)
38. Click Enter

39. Click OK

4 Organization
Select the facility and/or client to which the encounter should be

reqgistered.

Facility Name | Facility Alias

CHH Maternal Opiate Medical Support JQ,

ZHH haternal Opiate Medical Support

Facility:
CHH Maternal Opiate Medical Support

OK Cancel

40. External MPI runs
41. Results of External MPI opens
42. Click OK
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External MPI Retrieve Person

criteria.

a4 External MPI

Unable to complete MPI retrieve because local person does not have retrieve

OK

43. Insurance Profile Selection window opens
44, Click box next to Health Professional (used for any type of Clinic visits)

45. Click OK

I Insurance Profile Selection I

- O

Seq  Health Plan

B | Health Prafessional
1 Medicare
2 West Virginia Medicaid
O Hospital

1 Elue Cross CHH Employee
[ wWorker's Comp

1 Workers Comp WV

Payer

Medicare
‘West Virginia Medicaid

Blue Cross

‘Workers Comp WV

Financial Class

Subscriber

ZZTEST TERESA 454654
ZZTEST TERESA 43646545

Medicare
Medicaid WV

CHH Employee ZZTEST , TERESA ZPON234D3KFILS 77777

Workers Compensation ZZTEST , TERESA 4654

Member Number Group Number

Cancel

PreReg

_—

Y | dd
Last Name: First Name: Middle Name: Preferred First Name:

Previous Last Name: Suffix: Admin Sex *Birth Sex: Social Security Number:

v| Female Female ~
Reason For No SSN: Date of Birth: Age: Medical Record Number: Financial Number:
Patient refused v | |12/28/1392 R 74000016
Estimated Patient Responsibility: Medical Necessity Status: NOP Acknowledgement: *PreReg Status: Arrival Comment:
$0.00 v | NotonFile Incomplete v

Patient Information ' Encounter Information | Appointment Information | Guarantor Information | Insurance Primary | Insurance Secondary | Insurance Tertiary

MSP | Insurance Summary | Additicnal Contacts.

| Address Information
Address Info: Pt Phys Addr - Clear (c):

Pt Physical Address:
‘ @ [7321 HAL GREER BLVD

Pt Home (Mailing) Address:

@ 7321 HAL GREER BLVD
HUNTINGTON., W\ 25701-
3803,

HUNTINGTON. vV 25701-
3803

Address Verification

Pt Alternate Address:

Pt Alt Address - Clear (c):

Complete Cancel

Ready

SCHEDCLERK2 [B0004 [10/2219 [o7:01
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46. On the PreReg, review each tab and complete any required information before
clicking “Complete”.

47. Patient Information Tab

e Verify Address Information

e Verify Telephone Information
e Verify Healthe Life Portal

e Verify Personal Data

48. Encounter Tab

e Building (automatically defaulted to CHH MOMS)

e Nurse\Ambulatory (automatically defaulted to CHH MOMS)

e Patient Type (PreRecurring)

e Medical Service (Counseling Services)

e Reason for Visit (type in the reason: Counseling Services)

e Attending/Rendering Physician

e Verify Account Data (Estimated Arrive Date and Estimated Arrive Time which
is the date and time of the appointment)

49, Guarantor Information Tab

e Verify Patient’s Relationship to Guarantor (Self or the relationship to the
person who is the Guarantor)

50. Insurance Primary Tab (complete same steps if patient has Secondary and Tertiary)

e Verify Authorization Information
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10 Walk In New Patients

Scenario: Patient walks in with a paper order for a Chest X-ray and is not in the system.

10.1 Add a New Person

Complete the following steps to add a new person to the system:
1. Click (...) to the right of the patient box in the the Launches PMLaunch icon

2. Available Conversations window opens
Click the Drop-Down arrow and Select Register Patient
Click OK

i Available Conversations H

Please seled the conversaSion you would like o use

| w

Add/Modify Person
Cancel Encowntes
Client Elling

| PreClien Edling

| F‘lgR[g
Register Patient
Wiew Encounter

Person Search window opens

Search for the Patient (no patient is returned)
Add SSN or Birth Date

Click Search

@ N oW
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Q Person Search

i) X The search criteria entered is not a valid combination to search the external MPI system. Close |

*Name: No persons found.

|E1€3L xray{

MRN:

=55N:

* Birth Date:

2 praan i

Sex: No encounters found.

FIN NBR:

Search Resat

MPI| Search

OK Cancel Preview... Add Person Add Encounter

9. Patientis not currently in Cerner

10. Click MPI Search

11. Organization window opens

12. Type in Facility Name and Press Enter
13. Click OK

= Organization

Select the facility to view it's person aliazes.

Facility Name | Facility Alias

cabell T @,

Cabell Huntington Hozpit
Cabell arshall Health (Dumimes)

Facility:
Cabell Huntington Ho=spital

[ ox | conce

14. MPI Search window opens and MPI Search Results show

15. Patient showing is not the correct patient (results came back due to same Date of
Birth)
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16. Click Cancel

A

MPI Search Results

Name Date of Birth

Absten,Mackayla 15-Dec-1999

External MPI

Sex SSN Phone MRN
Female 233-47-8969 05668733

Address

Select

967 Absten Dr Le

Cancel

17. Click on the “Add Person” button
18. Register Patient window opens

Person Search

MName:

zztest, xray

MRMN:

SSN:

Birth Date:

12151995

Sex:

FIN NER:

Search Reset

MPI Search

4r

Mo persons found from the MPI Search.

Mo encounters found.

OK Cancel

Preview...

Add Person

Add Encounter

19. The Register Patient conversation will appear

20. Complete all yellow highlighted fields

e Admin Sex
e Birth Sex

e Social Security Number or No SSN Reason
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S Register Patient - g
% | 4d
*Last Name: *First Name: Middle Name: Preferred First Name: Previous Last Name:
Suffix: *Admin Sex: *Birth Sex: *Social Security Number: Mo SSN Reason: *Date of Birth:
- ~ v 12/151999 =k
Age: Medical Record Number: Financial Number. Estimated Patient Responsibility: Self-Pay Balance: Bad Debt Amount:
19y $0.00
Medical Necessity Status: NOP Acknowledgement: Arrival Comment: *CHH Consent: Reason for No Consent:
Not on File v
Patient Encounter Guarantor Insurance Primary | Insurance Secondary | Insurance Tertiary | MSP | Insurance Summary | Additional Contacts
»
Address Info: Pt Phys Address - Clear (c}: Pt Alt Address - Clear (c):
*Pt Home (Mailing
+ | Add Address
Address Verification
Pt Altemate Addre...
*Preferred Phone: Home Phone Number: Mobile Phone Number: ‘Work Phone Number: ‘Work Extension: Alternate Phone Number:
Apply Self Pay Remittance Complete Cancel
21. Click on the Encounter Information tab and complete the highlighted required fields
based on your Department
e Add Nurse/Ambulatory (Select CHH XA)
e Add Patient Type (Select Outpatient)
e Add Medical Service (Select Radiology)
e Add Attending/Rendering Physician (Use Ordering Physician)
Patient lEnmunter IGuarantur Insurance Primary | Insurance Secondary | Insurance Tertiary | MSP | Insurance Summary | Additional Contacts
{— Location -
*Building: *Nurse\Ambulatory: *Patient Type: *Medical Service:
Cabell Htg Hesp v v Q
f—Current Encounter
* Admit Type: *Referral Source: *Reason for Visit: *Arrival Mode: *Accident Related Visit?
. .
|—Physicians
*Attending/Rendering Physician: *Primary Care Physician: Reason for No PCP: *Referring Physician Reason for No Referring Phys: Consulting Physician 01
A v v A
Display in Directory?:
{—Account Data hd
Apply Self Pay Remittance Complete Cancel
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11 Client Billing

CLIENT BILLING CONVESATION IS ONLY CHOSEN WHEN THE PATIENT’S BILL WILL BE PAID FOR

BY COMPANY. WORK THROUGH THAT CONVERSATION THE SAME AS YOU WOULD WORK
THROUGH A PREREG

12 Searching For/Checking In a Patient

12.1 Search by the Patient Name

Complete the following steps to search by name to check in:

o |

1. Click on Appointment Inquiry icon =

2. Resource Schedule Inquiry Standard window opens
3. Click on the Person Tab

Person | Resource  Location | Eligibility | Rec »

Inquiny:

v

Person:

Start date: Start time:
10/28/2018| 2| & | | 0000

End date: End time:
x)cfxx/xxxx : v 2355

Find Clear Close
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Person | Resource | Location | Eligibility | Rec |>

_nquiry:
Persan - Corfimed Only vl
Person:
ZZTEST . DAVID -]
Start time:
w | 0000 =
End time:

=ly] [ |2

Find l Clear Close

Change Inquiry to “Person — Confirmed Only”

Enter Patient’s Name
Enter Start Date
Click “Find”

Locate Patient

© ©® N O UV A

. Right Click appointment
10. Select “Check In”

Modify...
Reschedule
Hodd...
Cancel..
Mo Show...

Check In...
Check Cut...

Batch Reschedule
Werify.
Bhed Mec Check...

Logk...

Add Mew Appointment
Reguest

Inguiny
Metifications...

Persan »

Lirde.

BEG DATE DURATION STATE  APPT TYPE c' c‘ e
107242015 800 AMI 35| Corfimed | CT Abdomen) e
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12.2 Search by Location

Complete the following steps to search by location to check in:

L, |

Click on Appointment Inquiry icon >

N

Resource Schedule Inquiry Standard window opens

Click on Location Tab

Inquiry (Select “Location — Confirmed Appts Only”)
Start Date and Start Time

End Date and End Time

Click “Find”

N o W

Person | Resource | Lecation | Eligibility | Rec »

Inguiry:

Location - Corfirmed Appts Onby W
Location type:
Ambulatory(z) e
Location:
CHHCT ~
Start date: Start time:
104212019 | = |« | (0000 =
End date: End time:
1043142019 | == | w | | 2355 =

Find Clear Close
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8. Locate Patient
9. Right Click appointment
10. Select “Check In”

BEG DATE DURATON PATIENT| D0CTO
ontact..

/212019 - 145 PM[ 30 | ZZTEST ]

V252019 - 700 AM 15 ZZTEST|  Modfy.
Feschedule

Hedd...
Cancel.
Mo Show:,..

Chack In...
Check Out...

Batch Rescheduls

Wenfy.
Bded Mec Chechc..

Lok

Ldd New Appoinbment

Fequest ]
Iriguiny [
Metifications...

Penon ¥
Lok 3

12.3 Checking in the Patient using the Book

Complete the following steps check in using the Book:

1. Double Click on Appropriate Book from Shelf
2. Book opens with Scheduled Appointments

N (Wi > Bookshelf - CHH Open

Su Mo Tu We Th Fr Sa

1.2 3 4 5

& 7 8 9 10 1M 12

13 14 15 16 17 18 18

2 21 2 nENsE »
27 28 29 ;W A

CT Same Day Add On MU CTRoom 1 | NORARad 1IR

ORARad

CT Overflow

8:30 AM [[CT INPATIENT BLOCK:

3. Locate Patient Appointment
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R TR | o~ |sovorinen | G
| Modify...
4 Detobe ] =
Su Mo Tu We Th Fr S5a Bt ' Reschedule fom
1 3 ] s 5 Add New Appesntment Hild... Sedart
B 7 8 T T I ) Book Request Cancel
17 14 15 1§ 17 1§ 13 Corflirm Request He Show..
n oz njfgs = Hamove Requett e
7 W ©® WA Recur Appointmert
eeur Appointment Chack Out_.
qug“.on * Patseritl Seen.
ngquiry . Batch Reschedute.., h.cT
Feport ¥ Request
":]I'-'.—'I- 7:00 AM Apphcations " Venify...
I i { Med Nec Check_.
7:15 AM Person '
—F -
I 1 k! Lock
7:30 AM . ' X
[ | Si—— Fescurces " Unloxc
745 AM
— Book Sett ’ Shulfle...
T AVID | i s
== 8:15AM : g i
. : ; Reorder ..
== g-30 AM JCT INPATIENT BLOCK s Ceoup Sassion .

4. Right Click on Appointment, Select Actions, Check In
5. Check In window opens
6. Click OK

Check In
MRN: 52542867 DOB: 01/01/70
Name: ZZTEST , DAVID
Age: 49 Years Sex: Male
=8 ZZTEST, DAVID General \ Summaryl Details | Orders | Guidelines | Notification | Conversation Summaries | Itineraries | Locks |Ehgwbilrty| Medical Necess | »
@ CT Abdomen e e
= =
(1072472015 ‘EI 1138 =
Tracking location
‘(None> v
Comments:

Peon Name  Enc Type
ZZTEST . DAVID Prereg

Request Information
Medical record requested: No

Status of medical record request:
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13 Performing Actions on Appointments

13.1 Printing a Patient’s Itinerary

Complete the following steps to print an itinerary:

1. Click on the printer icon from the tool bar

=]
Task Edit  View Help

YRR E T E RN I N LY.

;a@a“‘
PR ‘e s e P HAEEBRL Y AE
RN

| ||| Books | Appeintment
. Octaber O Eookencir o2
Su Mo Tu We Th Fr Sa

w1 2 3 4 05 -
E 7 & 9 10 1 12
13014 15 16 17 18 19
o A 2 24 B %
7 8 28 W N 12
34 5 6 7 8 4§

Scheduling: Scheduling Appointment Bool

2. Go tothe Person tab
3. Click on Drop down arrow to view the types of Reports

4. Select the Report that you want to print (i.e. Standard Person Appointment
Confirmation Letter (Postscript)

& Schedule Report = =

Task Edit View Help

Person  Resource | Location | Eligibility | Request List | hdedical Mecessity | Benefits
Fepart
| Cabell Corfirmation Letter 1 {Postscipl) w

[ Oiccupational Heath Appornement Feminder Card

Sardand Appointment Cancellption Lather

Standand Parscn Apporiman Confimation Lafer (Postscapl)
Standand Ferson Appontment Bnemary Report (Postsonpt]
Stamiand Person Appoiriment List for Patient Sesn

Siarvand Parson Appointment Mo-Show Leder (Postscept)
Standand Person Diady Chad (Postscrpt)

Standand Pemson Gusdelnes

Starciand Person Monthly Chael (Poastacnpt)

Standand Parson Ramindes Card (Postscrpt]

Standand Person Schedule (Postscrpt]

Sarvtard Persen Weesdy Chast (Poatsengt] }

Emai Frint Save A Ve Clear Clease

For Help, press Fi BOO0d SCHEDCLERK? Tuesday, October 22, 2019 10:10 AM

5. Type in Patients Name, Click Enter or Click the ellipses to search

Acute Scheduling/Win32 Guide
Confidential CHH/Marshall University Document

100



© ® N

10.
11.
12,
13.
14.
15.
16.
17.

Person Search window opens
Select the patient

Click OK

Patient added to Schedule Report

=] Schedule Report
Task Edit View Help
Person | Resource | Location | Eligibility | Request List = Medical Necessity | Benefits

Report:
Standard Person Appointment Confimation Letter (Postscript)

Person:
ZZTEST , TERESA

Start date: Start time:
10/22/2019| = | w | |0000 =

End date: End time:
10/31/2019| = | v | 2355 =

Printer:

Copies:
1 -

E-mail Pririt Save As View

Clear

Close

Select Start Date and Start Time

Select End Date and End Time

Select your printer from the drop-down arrow
Select Print

Schedule Report can be emailed

Click Email (instead of print)

Type in the patient’s email address when Email Address when opens
Click OK

Email Address - O

Personnel:

% QK Cancel

13.2 Mark Appointments as No Show

Complete the following steps to mark an appointment as a no show:
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1. Access the Scheduling Grid
2. Right Click Appointment
3. Click “No Show”

i

Task  Edit He

Scheduling: Scheduling Appointment Book = 51
i E ko ® e BN KA SN 8RR S S

HEFonaslP
-

ik e T o2 B &

Nt @ PRABED YN

Contact...
Madify._.

Rescheduie I

Estch Reschedule...
Request

Vesity_
Ml::rnxgmk__ Community ... |[Community ... ||[Community ... ||Community ... ||Community ... |Community ..

4. No Show window opens

5. Add any Comments (if applicable)

6. Click OK

Note: Do Not Click Cancel Encounter as patient may call to be rescheduled
and you can use same Encounter

=
€ MOMS Group

Name: ZZTEST , TERESA

No Show ?
MAN: 74000016 DOB: 12728792

Age: 26 Years Sex: Female

General | ’Summaryl Details | Orders IGUIdEhnES Notification | Conversation Summaries | Itineraries | Locks I Booking MNotes

Commerts

Person Name Enc Type
ZZTEST , TERESA PreRecuring

view | Moty | CancelEnc

ok || Ccance
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13.3 Link to an Existing Appointment/Request

Complete the following steps to link to an existing appointment:

LA ol

Right click on appointment

Click Actions

Click Link

Click Existing Appointment

Highlight appointment to link > click SELECT > provide reason for linking > click OK.

NEUTUET .

Group Session ’
Link... » Existing Appointment or Request
Unlink... New Appointment

13.4 Link to a New Appointment

Complete the following steps to link to a new appointment:

1.

i kW NNEN

Right click on appointment

Click Actions

Click Link

Click New Appointment

Provide reason for linking

Click OK

You are directed back to appointment tab to start scheduling the new appointment
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2 &

Ins Camer: Unicare Healthplan of .. MRN: 05375445 DOB: 08727784
Name: ZZTEST , ERIC

Age: 35 Years Sex: Male

Existing appointment or request
(®) New appontment
Appontments and Requests | Event Detals | Orders

“Link reason

Transportation/No Ride T v

Commerts

| | Books | Appointment Wodk
4 *Appairtment type Move b
b i :
! J ot
Appontment location ;
F Qear
B

6. When action is taken on a linked appointment (i.e. reschedule) you will see the
following pop up to remind users that they might have to modify the linked
appointment as well.
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This is a linked appointment. Do you want to open this occumence, multiple occumences, or all
occumences?

(@) Open one or more occumences

(O) Open all occumences

'] ECCC NPV (Tuesday. 10/8/2019, CONFIRMED)
[¥] MG US Chest (Tuesday. 10/8/2019, CONFIRMED)

REFFFFFTFIFFIFEFIFFFFFFFFFFFFFFFFFFIFEFIFFFFF I FFFFFFFFFIFEFIFFFFFFFFFFFFFFIFEFIFFFEFFFFFFEFFFEFFFIEIFEFFFIFFEFFFFFFFFFFFIF

13.5 Shuffle Appointments Via Toolbar

The shuffling feature is used to move around appointments on the same day without having to
go through all of the rescheduling steps.

For example, if appointments are scheduled for a particular examination room, and that room
is no longer available, appointments can be moved to the available resource by shuffling.

Complete the following steps to shuffle appointments via the toolbar:

1. Click /= on the toolbar
2. The Appointment Shuffle Criteria window is displayed
3. Click OK
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Appointment Shuffle Criteria ?
Resources:
|Fmbulatur'_f:EEG 1;EEG 2.EEG 3:EEG 4 | D
Diate:
=

|1m23x2ﬂ15 | [
Begin time: End time:

=] =]
0700 |+ |oooo 2
[ ] Retain Times

1 QK Cancel
-
App Shuffle - [ October 23, 2019, 7:00 AM - 12:00 AM] ?

Ambulatory EEG1 EEG 4 | "

ZZTEST, XRAY
EEG Out Patient
CHH Neurophys
Confirmed

1 Hour(s) 30 Minutes

12:45 PM
1:00 PM
1:15 PM
1:30PM
1:45 PM
2:00 PM
215 PM
2:30 PM
2:45 PM
3:00 PM
315 PM
3:30PM
3-45 PM

I L1

A

1

4. The Appointment Shuffle window is displayed

Note: You are only able to shuffle appointments from the primary resource to
which they are scheduled. It is also important to note that the
appointments can only be shuffled to a new slot or resource on the
same day the original appointment was scheduled.

5. To move an appointment to a different time or Resource

Click the appointment and drag it to the time and resource you want
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3}

Appointment Shuffle - [Wednesday, October 23, 2019, 7:00 AM - 12:00 AM]

EEG 4

{

Ambulatory

TZIT0 PI|
12:30 PM

1:00 PM
1:16PM
1:30 PM
1:45PM
2:00 PM
2:156PM
2:30 PM
2:45PM
3:00 PM
3:16 PM
3:30PM
3:45PM
4:00 PM
4:15PM

S

S

Shuffing conficts

Corflict First Resource Appointment

7. The appointment is displayed as pending in the new time frame or resource
8. Click OK

9. Click “OK”. The Reason for Shuffle window is displayed

10. Select a reason from the drop-down list

11. Click “OK”

12. The appointment displays as Confirmed in the new time or resource

*Reason:

Schedule Change -

Comments

13.6 Shuffle Appointments Via Grid

Complete the following steps to shuffle appointments via the grid:
1. Right Click Appointment
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2. Click Actions
3. Click Shuffle

>
Confirm

ht Contact.. s
} Modfy...
Actions d Reschedule
Add New Appontment Hold...
Book Request Cancel..
Confirm Request No Show...
Remove Request Checkin...
Recur Appomntrnent Check Owt...
'I lm » L foen
Batch Reschedule...
Inquiry »
Report » Request '
Applicatrons » Verify.. o
Med Nec Check..
Person ’
Slots ’ Lock.
Resources ’ e
Book Settings b Shuffle...
: ] Swap Resources...
1 Hour(s) 30 Minutes 'Im .
B = Loouin € N
Appointment Shuffle - [Wednesday, October 23, 2019, 7:00 AM - 12:00 AM] ?

Ambulatory EEG 4 B

i

ZZTEST, XRAY

12:45 PM EEG Out Patient
1:00 PM CHH Neurophys
1:15PM Confirmed

1:30 PM 1 Hour(s) 30 Minutes
1:45 PM
2:00 PM
2:15PM
2:30 PM
2:45PM
3:00 PM
3:156 PM
3:30 PM
3-45 PM

11

trtat

[

4. The Appointment Shuffle window is displayed

Note: You are only able to shuffle appointments from the primary resource to
which they are scheduled. It is also important to note that the
appointments can only be shuffled to a new slot or resource on the
same day the original appointment was scheduled.

5. To move an appointment to a different time or Resource

Click the appointment and drag it to the time and resource you want
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7. The appointment is displayed as pending in the new time frame or resource

8. Click OK

Appointment Shuffle - [Wednesday, October 23, 2019, 7:00 AM - 12:00 AM]

ﬂ 8

Ambulatory

TZITO P
12:30 PM|
1:00 PM
1:15 PM
1:30 PM
1:45 PM
2:00 PM
2:15PM
2:30 PM
2:45 PM
3:00 PM
3:15 PM
3:30 PM
3:45PM
4:00 PM
4:15 PM

I e

I |

Shuffling corfiicts

EEG 4

Corflict First Resource

Appointment

=1

9. The Reason for Shuffle window is displayed
10. Select a reason from the drop-down list
11. Click “OK”

([@wae ==

*Reason:

Schedule Change -

Comments:
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Appointment Shuffle Criteria ? “
Resources:
Ambulatory;EEG 1,EEG 2,EEG 3.EEG 4
Diate:
10/23/2019 =1
Begin time: End time: %
0700 = |D000
[ ] Retain Times
QK Cancel
12. Click OK.
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14 Modifications

Note: You can modify Appointment information, which includes ordering

physician, procedure, comments, and so-on.

14.1 Modify Appointment Information

Complete the following steps to modify appointment information:

1. Right-click the appointment.
Click Actions.
3. Click Modify.

E

5. The Modify window is displayed

You can also click in the toolbar.

[ sc g: S¢ q App Book
Task Edit  View Help
# 8/ @I KW O 8B GG SLS
‘B Pona&pr
i 4o -% B A Nes @pPpRNIRBEELYJAN
iMoo T O R |
MR
Name: Actions A
ge
Contact.
4 Oelete el oot Eeeis I———
Su Mo Tu We 1 s K Hoid... 1 e
1 2 Recur Aopciatmient Cancel | Sefect
6 7 8 9 i No Show...
13 14 15 1§ +  Navigation ’
5 Check In...
2 2 [2]E Sy Check Out
7 BB N ] g g
Applcations 4 Batch Reschedule..
Person , Request - M( oup
| - 2'"" "l ety MOMS Community Room
f esources ’
el 8:00 AM 74 Med Nec Check. .. |[Community ...
Book Settings , e
oty E MOSRSrou
LRV CHH MOMS
8:45AM TG Shuffle...
b o 9:00 AM 8 Hour(s) Swap Resources...
Reoeder
= 9:15AM s
- 0:30AM | Group Session
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© o N o

Name: ZZTEST , TERESA

£ W3 ZZTEST, TERESA

Modify
MRN: 74000016

Age: 26 Years

DOB: 12/28/92

Sex: Female

‘General | Summary | Move Criteria | Details | Orders | Guidelines | Notification | Conversation Summaries | Itineraries | Locks | Medical N 4

@ MOMS Group o

v|

Comments

Person Name Enc Type

ZZTEST . TERESA PreRecuming

Modiy

oK

Set Enc

Cancel

In the Modify Window — General tab - click a Modify Reason from the drop down

Click OK (if no other modifications are needed)

Click the “Details” tab to change appointment information
To search for a new diagnosis code, click the ellipsis (...) in the Diagnosis Code

section

10. Select the new diagnosis code .
11. Click “OK”

Name: ZZTEST , TERESA

Modify
MRN: 74000016

Age: 26 Years

DOB: 12/28/92

Sex: Female

R@-B ZZTEST, TERESA
@ MOMS Group

pr—
General | Summary | Move Criteria | Details |

Orders | Guidelines | Notification | Conversation Summaries | ltineraries | Locks

Medical N »

Diagnosis

A

#%ID2E

Primary Insurance Iformation:

Autharization Status:

Authorization Number:

Autharization Comment

Authorization Start Date:

fryy—

Authorization End Date
oy —

0K

Cancel

Acute Scheduling/Win32 Guide
Confidential CHH/Marshall University Document

112



12. If the appointment you are modifying has an associated order, you may need to

modify details on the “Orders” tab

13. Click the “Orders” tab to update order details

14. Click OK

Modify

Name: ZZTEST , TERESA

=3 ZZTEST, TERESA
- @ MOMS Group

MRN: 74000016 DOB: 12/28/92

Age: 26 Years Sex: Female

General | Summary | Move Criteria | Details  Orders | Guidelines | Motification | Conversation Summaries | [tineraries | Locks

Medical N 3

ZZTEST , TERESA

MOMS Group Session

Optional | Search | Eisting Orders | Prvileges | ADS | Required

*Requested Start Date/ Tme:

1072342013 =1/ | oam0
Stop Date/Time:
1042342013 =11\ | 0am0

*Scheduled to Location
CHH Matemal Opiate Medical Support

Special Instructions:

Order Location;

*Future Order:

Yes

Research Account

Research Modifier:

~

0K

Cancel

14.2 Modify Patient Information

You can also modify patient information, such as birth date, Last Name, home phone.

Complete the following steps to modify patient information:

1. Right click the patient's appointment
2. Click Person.
3. Click Modify Person.

M E R | 0 8 3 K@ ‘a8 8 €& 40 5
E 8 &= na & 2
pEsaai . iFIe ) o s @ g w9 BERE B2 Y A4
Pbdo el T X W &
BE= 2009 | Actions . View Person..
< A N o Medify Perzon...
B Mo ox Bo = Person Comments...
! e 2 Ce e View Encounter
8 9 10 " k= sy
13 14 15 18 17 18 > , A .
20 2 [ZER 2« = F Modify Encountes...
27 28 23 30 AN Navigation = Encounter Comments .
View All Encounters...
Inquiry -
= Report S Allergies...
— Pos = &y -
= Applicstions . RS O
H '8:00 AM = Person > Do:umem Imaging... _
3 Siots
slel S-IGAM 2 Resources .
8:30 AM =
2 Bock Settings .
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4. Organization window opens — click Facility Name

5. Click OK

4

Facility:

CHH hdaternal Opiate

Facility Mame | Facility Alias

dical Support

CHH Maternal Opiate Medical Support

Organization

Select the facility and/or client to which the encounter should be
registered.

CHH Maternal Opiate Medical Support \—)Q,

O Cancel
6. Add/Modify Person window opens
7. Make the changes you want
H o I ”
8. Click “Complete
—

© Tt ["Ada/Modify Person] - a

id

Last Name: First Name: Middle Name: Preferred First Name: Previous Last Name:
) = T
Suffix: Admin Sex: *Birth Sex: Social Security Number: No SSN Reason: Birth Date:
Female Female v - - Patient refused v| |12/28/1992
Age: Medical Record Number: NOP Acknowledgement:
26Y 74000016 Not on File
Patient Info | Insurance Primary
=
Address Info: Pt Phys Addr - Clear (c): Pt Alt Addr - Clear (c):
.
Pt Home (Mailing) Address: Pt Physical Address: Pt Alternate Address:
@ [ 13271 HAL GREER BLVD @ [ 13271 HAL GREER BLVD + [ Add Address
HUNTINGTON. WV 25701- HUNTINGTON. WV 25701-
3803. 3803..

*Preferred Phone: Home Phone Number: Mabile Phone Number: ‘Work Phone Number: ‘Work Extension: Alternate Phone Number:

Home Phone Number v (606) 325-4446 (304) 582-1212

Email Address: CommenWell Enrollment:

happylucky@yshoo.com Accepted
—Healthe Life Portal

Access Offered: Send Invite: Challenge Question: Challenge Answer: Invite Status: Online ldentity Link Status:

Ves v v Sent

Errer Reason: v

.
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15 Viewing Appointment Details

15.1 Appointment View

Complete the following steps to view details associated with an appointment:

1.
2.
3.
4

Right-click the appointment
Select Inquiry > Appointment View.
Review each tab

Click Close (once done reviewing the tab)

| Boaks | Appointment

i Dedobes ] Rooko i
Su Mo Tu We Th Fr Actions k

fe Medical Support

E 7T &8 5% W N

a 2 [z ] =

aF @ @:m W N

Mavigation 4
— |

e Repert v Appointment Histary View m
e=a| 7:45 AM Applicateons ¥ AppainEment Inguiry
| 800 AM Person " Request List Inguiry wnity
i 8:15AM = Slots ¥ Wiew Appointment Information...

8:30 AM Resources ¥ Wiew Appointment Provider Preference Information...
=2 :

8:45 AM ] B:oki.el:llng:. ]

General Tab View

sl

Appointment View

ﬁ Event Details | Resources | Instructions | Guidelines | Scheduling Comments | Orders | Move Criteria | Reports | Protacel Compenents | Recurring Series | Boeking Notes | Warnings | Action Details | Action History | Reques | »

T3

Appoirtmert Information

Appointment typs: - MOMS Group

Scheduled as. MOMS Group

Location: CHH MOMS [
Person Name EncType  EncStatus Sex  Home Phone  Business Phone DOB SSN
ZZTEST  TERESA PreRecumng Preadmit  Female (506) 325-4446 12/28/1992

Currert State Information
State Corfimed
By Test . P1 Scheduiing Clerk 2 10/22/2018 6:26AM
Medical record requested: No
Status of medical record request
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Resources Tab View

Appointment View ? “
General | Event Deta\\nstvu:tlons Guidelines | Scheduling Comments | Orders | Move Criteria | Reports | Protocol Components | Recurring Series | Booking Notes | Warnings | Action Details | Action History | Reques | »
Resource Begin Date/Time End Date/Time
MOMS Community Room 10/23/2019  8:00 AM 10/23/2013 4:00 PM
ZZTEST, TERESA 10/23/2019 8:00 AM 10/23/2013 9:00 AM

Close.

15.2 Viewing Appointment History

Complete the following steps to view details of the history of an appointment:
1. Right-click the appointment

2. Select Inquiry > Appointment History View.
3. Review each tab
4

. Click Close (once done reviewing the tab)

| Books | Appointment
1 Dclobes L] al Ooiate Medical Support Cipani
Su Mo Tu We Th Fr ¢
1 F 3 4 Sabai
[ 7 8  m m = :
12 14 15 16 17 e | TF
a n[zE]» s | ST
¥ o® = W M nEmONE Request
Mavigation 4
=] Repet b Iﬂapeiﬂth'ltﬂ I'lr!-'baty'l"'ﬁvl m
e=a| 7:45 AM Applications k Appainkment Inquiry
| 5 B:00 AM = Persan . Rieguist List Inguiry 'Iul"lﬂy
8:15AM -3 Slots * Wiew Appointment Information...
L —— J o
8:-30 AM Resources k Wiew Appointment Provider Preference Infoemation...
=2 ;
B:45 AM Book Settings v
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General Tab

2

Appointment History View
Protocol Components | Recurring Series | Booking Notes | Warnings | Ac__| ¥

MOMS Group Event Details | Resources | Instructions | Guidelines | Scheduling Comments | Orders | Move Criteria | Reports
-1 Schedule
@ Boock Appeintment Information
- Confirm Appointmert type:  MOMS Group
Scheduedas:  MOMS Group
Location CHH MOMS
Person Hame EncType  EncStatus Ser  HomePhone  Business Phone DOB S5H
12/28/1382

ZZTEST . TERESA PreRecuming Preadmit Female (506) 325-4446

Close

Resource Tab

2

Appointment History View

MOMS Group General | Event Details Instructions | Guidelines | Scheduling Comments | Orders | Move Criteria | Reports | Protacol Components | Recurring Series | Booking Notes | Warnings | Ac__| M
-] Schedule 1
é 2““’: B Resource Begin Date./Tme: End Date/Time
[ Confirm
MOMS Community oam 10232019 B.00AM 10/23/2019 400PM
10/2/2019 800 AM 10/23/2019 900 AM

ZZTEST . TERESA

Close
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16 Retaining Encounters

Note: Users should reschedule appointments from the Change Appointment
Status by Person inquiry and use the FIN column to determine whether
there are other appointments tied to the same encounter.

Appointments scheduled on the same day with the same diagnosis should share the same
encounter.

Complete the following steps to retain encounters:

1. Reschedule patient
2. Right Click on Patient
3. Select Actions then Reschedule

Name:
Actions » cafiem -
Books  Appointment Add New Appointment Contact fork
[« w3 ] e Modily..
d Octobes 4 “Xooortrect toe P Reschedule
Su Mo Tu We Th Fr Sa . Hold_
1.2 3 4§ A " . ot Cancel...
6 7 8 9 10 m 12 Aoporamant fpcason ent o
13 14 15 1% 17 18 19 »
2 2 2 n[nE] > Person name - , Check in...
7 ® B3 XN Check Out..
Report » .
Apphcations 4 Batch Reschedule ..
Request "
Verdfy...
RS ROV ALIDSCHED , ICEMAN Med Nec Check_.
¢ MRI Abdomen Lock...
7:30 AM (oSG
[ == ]° S ererperrerresreryerpeaparyes
7:45 AM Shutfle
1 8:00AM Swop Resources.
| 8:16AM |2 Recrder ..
«={8:30 AM | Group Sessien '

4. When rescheduling an appointment that has been associated to an encounter, the
following message is displayed:

Existing Encounter “

/g.  The MRI Abdomen is cumrently associated to an active encounter. Would you
likze to retain this association?

Show comments dialog onby when required.

Mo fes Guidelines...
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5. Clicking No on this message will disassociate the current encounter from the
appointment, and the encounter selection window will display at the action where
the encounter is required.

NOTE: Respond No in the following situations:

e The wrong encounter has been associated to the appointment.

e The encounter is associated to another appointment and the other
appointment is not scheduled on the same day as the rescheduled
appointment.

e The scheduler is unsure when the appointment will be rescheduled, and there is
a possibility that the appointment may need to be attached to another existing
encounter.

6. Responding Yes to this message will keep the encounter association and will update
the estimated arrival date and time to the appointment date and time of the earliest
appointment associated to the encounter. You are not prompted with the encounter
selection window when confirming the appointment.

Note: Respond Yes in the following situations:
The appointment is being rescheduled to the same day.
There are no other future appointments.

There are no other future appointments associated to an encounter that could
be shared with the appointment being rescheduled. For example, all
future appointments are tied to a recurring encounter and that type of
encounter is not appropriate for the appointment being rescheduled.
Because you have no other non-recurring encounters to choose from
you would select Yes to keep the current encounter associated to the
appointment.
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Appointment Guidelines

CALL DEPT

Matify Department of cancellations or rescheduled appointments.

Close

7. Follow the Appointment Guidelines

8. Appointment Attributes window opens

9. Complete any required fields (yellow highlighted/* fields)

10. Click OK
Appointment Attributes 7
Elﬁ VALIDSCHED , ICEMAN Details | Orders | Move Criteria | Resource List | Guidelines | Appeintment | Eligibility | Medical Mecessity
B+ MRl Abdomen
WVALIDSCHED |, ICEMAN Deleted Detail =: A
MRl Abdomen w/c Contrast
*Requested start date and time:
10/25/2m9 = w0700 =]
*Priority
Routine w
Reason for exam - DCP:
Free Text Reason for exam:
test
Optional | Search | Exsting Orders | Privieges | ADS | Required Consulting physician:
I o
MRI Abdomen MRCP
MRI Abdomen w +wo IV Contrast ] (#1063
MRI Abdomen w IV Contrast
MRI Abdomen w/o Contrast
MRI Enterography
*Order for anesthesia?
Na ]
Pregnart:
Mo w| ¥
=
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11. Work in Progress window opens with patient information
12. Click Schedule

Worlk in progress:

-3 VALIDSCHED , ICEMAN Schedule
= MRl Abdomen -
Recchedule -
E|--- Current Schedule Recur
=l CHH MR
----- = MRI1-2 Suggest
L Patie{:&
Insert
13. Schedule — MRI Abdomen window opens
14. Review and update Resource (if applicable)
15. Review and update Default Slot (if applicable)
16. Review Time and update (if applicable)
17. Click OK
Schedule - MRI Abdomen > HEM |
Resource:
MEI Room - 1 W
Default slot:
PRI Slot (6:30 AR - 10:00 AM) W
Time:
0700 :
Duration:
() Previous duration + | Houris) + | Minutes +| Day
(®) Duration IE 2 Houris) 45 2 Minutes 2 Day
[ | Distinguish setup and cleanup durgtions
QK Cancel

18. Work in Progress window opens with schedule in pending status (red books)
19. Click Confirm
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Wark in progress:

= #% VALIDSCHED  ICEMAN
=% MRl Abdomen
Reschedule

Schedule

Corfirm

EI Current 5chedule
=-ffl} CHH MR

eI Y MRI1-2

---& Pati enk

Recur
Suggest
Request

Insert

20. Confirm window opens
21. Review Information
22. Click OK

Confirm

Name: VALIDSCHED , ICEMAN

Age: 43 Years Sex: Male

[=8 )| VALIDSCHED , ICEMAN| Summary | General | ResourceView | Guidelines | Notification | Conversation Summaries | Itineraries | Locks | Eligibility
=-® MRl Abdomen

MRN: 74000743 DOB: 04/24/76

Medical Necessity 4

S-fll CHHMRI VALIDSCHED . ICEMAN Med Rec Nbr: 74000743

MRI Room - Allergies:
VALIDSCHED Allergies Not Recorded

10/28/2019 - 7:00 AM 45 Minutes MRI Abdomen CHH MRI MRI Room -1

Orders:
MRl Abdomen w/o Contrast

Options Print

Print ABN

oK

Cancel

23. Reschedule window opens
24. Complete any required fields
25. Click OK

26. Patient’s appointment is scheduled and WIP window is now empty
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S patient recueny BrveRiesa T

] ++Rucmume

o

erson name:
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Schedule
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17 Associating Orders with an Encounter

Note: Once an appointment with orders has been Checked In, the order
becomes active and is associated to an encounter. Also, on your
appointment with orders, if the order activates at Confirm, the order

becomes active and is associated to an encounter.

For that reason, appointments that have active orders should be Cancelled,

and Not “Rescheduled”.

To reschedule an appointment that is associated with an encounter, complete the following

steps:

1. Right Click on Patient

2. Select Actions then Reschedule

Actong L3 iy
P . . Contact
Beaok Rt + rhodify...

Su

13

27

Dectobe 1

Tu We Th Fr 54
1 2 E] 4 L
8 a 1M 1 i,
i5 16 17 18 1
z nf] s a
2= W M

hedule
Haold..
Cancel... -
Ha Shawy
Maagaticn .
Inguiry * Check Out...
Report " Patient Sean_
Applications ¥
Parson " Request y
Slats " Verify...
. I
esources ' Med Mec Check.. dd
Book Settings Lack... -

3. When rescheduling an appointment that has been associated to an encounter, the
following message is displayed:

Existing Encounter

The MRI Abdomen is cumenthy associated to an active encourter. Would you

4 2% lilke to retain this association?

Show comments dialog onby when required.

Mo Yes

Guidelines...
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4,

Note:

Note:

Note:

Clicking No on this message will disassociate the current encounter from the
appointment, and the encounter selection window will display at the action where
the encounter is

If the appointment is rescheduled after the order has been activated
(against Cerner's recommendation) and you select No in the Existing
Encounter warning, the following message displays:

[ Appoinmen |

ppointment Book

There are active order(s) associated with the encounter: this action will
not remove the association between the order and the encounter, If you
do not want to keep the association, please process the encounter or
arder(s) manually.

At this point, manually disassociate the order from the encounter by
right-clicking the order in the Appointment Attributes window and
selecting Cancel. Do not cancel out of the Appointment Attributes
window without cancelling the original order and selecting a new order.

Doing so will cause the order and the appointment type to be associated
to different encounters.

. After cancelling the original order, select the same order from the Optional tab.

After confirming the appointment and selecting an encounter, that encounter will be
associated to both the appointment and the newly entered order.

If the order has a required order, the Optional tab will be blank. Use the
Search tab to find the order.

Following Cerner's recommendation of cancelling checked-in appointments

rather than rescheduling the appointments eliminates the need to follow
the process outlined above.
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18 Prior Authorizations

Scenario: The office or acute area that ordered the test/procedure has obtained the Prior
Authorization and has documented all the Prior Authorization information.

They have moved the (MRI) Request for Scheduling to the appropriate Request Queue (CHH
RAD MRI).

Complete the following steps to process a request for scheduling:

1. Pull up Message Center and minimize

2E|&
2. Click on Request List Inquiry

3. Schedule Inquiry - Request by Queue window opens

i3 Schedule Inquiry - Request by Queve <

MA@ OUR MBS 80 R0 nBRANEBE# & W4

Fra Oear Cose

4. Select from Inquiry drop-down list (i.e. Request by Queue)
5. Select from Request List Queues (i.e. CHH RAD MRI)
6. Click on Find

Request List
nquiny
Request by Queue -
Fequest List Queues:
CHH RAD MRI -
Acut Find | Clear Close
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7. The CHH RAD MRI Request list will display patients

Request List Authorization Number Auth Stafus  Auth Start Date  Auth End Date  Auth Comments
N/A N/A N/A N/A N/A
Inquiy: N/A N/A N/A N/A /A
Request by Queue v /A N/A N/A /A NAA
Sha N/A N/A /A /A
Request List Queues: N/A N/A N/A N/A NAA
CHH RAD MRI e NAA N/A N/A NAA NAA
/A N/A N/A /A NAA
/A N/A N/A /A /A
N/A N/A N/A N/A NAA
N/A N/A N/A N/A /A
/A N/A N/A /A NAA
/A N/A N/A /A /A
N/A N/A N/A N/A NAA
N/A N/A N/A N/A /A
/A N/A N/A /A NAA
N/A N/A N/A N/A N/A
N/A N/A N/A N/A NAA
N/A N/A N/A N/A /A
/A N/A N/A /A /A
N/A N/A N/A N/A N/A
N/A N/A N/A N/A NAA
N/A N/A N/A N/A /A
/A N/A N/A /A /A
N/A N/A N/A N/A NAA
N/A N/A N/A N/A NAA
N/A N/A N/A N/A /A
/A N/A N/A /A /A
N/A N/A N/A N/A N/A
N/A N/A N/A N/A NAA
/A N/A N/A /A NAA
Find Clear Close <l

Auth Contact  Diagnosis

N/A NA
N/A A
N/A N/A
N/A N/A
N/A NA
N/A A
N/A NA
N/A N/A
N/A NA
N/A NA
N/A N/A
N/A N/A
N/A NA
N/A N/A
N/A N/A
/A NA
N/A NA
N/A N/A
N/A N/A
/A NA
N/A NA
N/A N/A
N/A N/A
N/A NA
/A WA
N/A N/A
N/A N/A
N/A NA
/A WA

N/A N/A

Person Name

CHHTEST , ASHLEE PROD
ZZTEST . ALEXANDRA
ZZTEST . ALEXANDRA
ZZTEST , FRANK

ZZUNIT , AMBNINETEEN CARISSA
ZZUNIT . AMBNINETEEN CARISSA
ZZTESTUNIT . RADTWO
CHHTEST . RADIOLOGY MR
CHHTEST , RADIOLOGY MR
CHHTEST . RADIOLOGY MR
CHHTEST . RADIOLOGY MR
CHHTEST . RADIOLOGY MR
CHHTEST , RADIOLOGY MR
CHHTEST . RADIOLOGY MR
CHHTEST . RADIOLOGY MR
CHHTEST , RADIOLOGY MR
CHHTEST , RADIOLOGY MR
CHHTEST . RADIOLOGY MR
CHHTEST . RADIOLOGY MR
CHHTEST , RADIOLOGY MR
CHHTEST . RADIOLOGY MR
CHHTEST . RADIOLOGY MR
CHHTEST . RADIOLOGY MR
CHHTEST , RADIOLOGY MR
CHHTEST . RADIOLOGY MR
CHHTEST . RADIOLOGY MR
CHHTEST , RADIOLOGY MR
CHHTEST , RADIOLOGY MR
CHHTEST . RADIOLOGY MR
CHHTEST . RADIOLOGY MR

Appointment Type
MRI Abdomen

MRI Abdomen

MRI Abdomen

MRI Abdomen

MRI Lower Exremity
MRI Lower Extremity
MRI Chest

MRA Abdomen
MRA Abdomen
MRA Head

MRA Head

MRA Chest

MRA Bxremity

MRA Extremity

MRA Neck

MRA Head

MRA Pelvis

MRA Extremity
MRA Extremity

MRI Abdomen

MRI Abdomen

MRI Addtional Views
MRI Lower Extremity
MRI Lower Extremity
WIRI Fetal

MRI Lower Extremity
MRI Lower Extremity
MRI Lower Extremity
WRI Lower Extremity
MRI Upper Extremty

Order Nz ™
MRI Abc
MRI Abe
MRl Abc:
MR Abc
MRI Ank
MRI Ank
MEI Che
MRA Ab
MRA Ab
MRA Bre
MRA Bz
MRA Ch
MRA Lo
MRA Lo
MRA Ne
MRA Bre
MRA Pe
MRA Lp
MRA Lp
MRI Abc
MRI Abc
M Ade
MR Ank
MRI Ank
MRI Fete
MFI Foo
MRl Foo
MRI Fer
MRI Fer
MR Ebe ,,

>

8. Right Click on the patient to
9. Select Complete the Request for Scheduling

10. Authorization Information is Noted (please take Note of this information as you may

need it during the Scheduling Conversation)

Schedule Inquiry - Requact hu Dusas

Contact.

EHO0 0NAUAES & KA o

Cancl...

Authostation Hurber  Auth Siatus Auth Stad Date  uth End Dt Auth Come

Vesity..
Med Nec Check

Lack...

fdd New Appaintment
Complete Request...

Modify Request...

Move Request...

Cancel Request...

Schedule

Inquiry .

MNotifications..

Person .

Link... .

Unirik..

11. Appointment Attributes window opens

12. Complete any required fields (yellow highlighted/* fields)

13. Click OK
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Appointment Attributes
=-#3 VALIDSCHED, ICEMAN Details | Orders | Move Criteria | Resource List | Guidelines | Appointment | Eligibility | Medical Necessity
[EEY MRI Abdomen

WALIDSCHED ., ICEMAM

MRI Abdomen w/o Contrast

Optional | Search | Bxisting Orders | Privileges | AOS | Required

MRI Abdomen MRCP

MRI Abdomen w + wo IV Contrast
MRI Abdomen w IV Contrast

MRI Abdomen w/o Cortrast

MRI Enterography

Deleted Detail

*Requested start date and time:
07/08/2019 w1

*Priority
Routine

*Free Text Reason for exam

test

Consutting physician:

2l M

*Order for anesthesia?:
No

Pregnant
Mo

*Transport mode:
Walk

14. Work in Progress window opens with patient information

15. Click Schedule

Wark in progress:

=-#% VALIDSCHED , ICEMAN
=% MRl Abdomen (Tuesday, 7/9/2019)
EI Current Schedule
Sl CHH MR N

o

L. Patient

Schedule

Confim
Recur
Suggest
Reguest

Insert

16. Schedule — MRI Abdomen window opens

17. Review and update Resource (if applicable)
18. Review and update Default Slot (if applicable)
19. Review Time and update (if applicable)

20. Click OK
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e ?
Resource:

MRl Room - 1 W
Default slot:

MRI Slot (6:30 AM - 10:00 AM) W

Time:

0700 = [%
Duration:
+ || Houn(s) 45 + || Minutes =l Day

1 oK J’ Cancel

21. Work in Progress window opens with schedule in pending status (red books)
22. Click Confirm

[ | Distinguish setup and cleanup durgtions

Work in progress:
4 VALIDSCHED , ICEMAN Sehedule
=% MR Abdomen (Tuesday, 7/9/2019)
i Corfirm
EI--- Current Schedule
H - |
9--- CHH MR Recur
\. 3 MBI 1-2
#78 Patient Suggest
Request
Insert

23. Confirm window opens
24. Review Information
25. Click OK
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Name: VALIDSCHED , ICEMAN

=-#% VALIDSCHED , ICEMAN Summary | General = Resource View

Confirm

Guidelines | Notification

MRN: 74000743 DOB: 04/24/76

Age: 43 Years Sex: Male

Conversation Summaries | ltineraries

Locks | Eligibility | Medical Necessity PI

=€ MRl Abdomen

=2 CHHMRI VALIDSCHED , ICEMAN Med Rec Nbr: 74000743
MRI Room - Allergies:
: VALIDSCHED| | | Allergies Not Recorded
10/26/2019 - 7:00 AM 45 Minutes  MRI Abdomen CHH MRI MRI Room - 1
Orders:
MRI Abdomen wfo Contrast
I
Options Prirt... Print ABM...
< >
oK | Cancel
26. Encounter Selection window opens
27. Click Add Enc (as there is not an Encounter yet for this appointment)

il Encounter Selection ?
FINMNBR  Enc Type Disch Date Admit Type  Facility Murse Unit Encounter Prsnl Provider Name Reg Dat:
820044543 Clinic [ 7/31/2019-1159PM | [ MH FM Sr Pain MH FM Sr Pain | Attending Physician | Cemer Proxy LaunchPeint , DO NOT DELETE
820043206 Clinic T/24/2019- 1158 PM CHH Pain Cir Clinic AMttending Physician Cemer Proxy LaunchPoint , DO NOT DELETE  7/23/201
820035343 Clinic 7/6/2019 - 11:58 PM MH FM MH FM Attending Physician Cemer Proxy LaunchPoint . DO NOT DELETE  7/5/2019
£ >

o[ coes

28. Available Conversation window opens
29. Select PreReg from drop down
30. Click OK
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& dwvailable Conversations ﬂ

Please select the converaaban you would ke o use

| w
PreClent Billing

Prefieq

g E T PR T § T

31. Organization window opens
32. Type in Facility Name
33. Click OK

4 Organization m

Select the facility and/or client to which the encounter should be
registered.

Facility Name | Facility Alias .
cabell |

Cabell Huntington Hospit: i
Cabell kdarzhall Health {Durmime)

| .

Facility:

Cabell Huntington Hospital

OK Cancel

34. External MPI runs and shows Results
35. Click OK
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# External MPI = =

External MPI Retrieve Person

@ Unable to complete MPI retrieve because local person does not have retrieve
criteria.

OK
36. PreReg conversation opens and complete all required fields.
37. Complete Birth Sex
38. Complete Social Security Number or Reason for No SSN
39. Patient Information Tab
e Review and update Address Information (as applicable)
¥ PreReg = =
% | id
*Last Name: *First Name: Middle Name: Preferred First Name:
Images VALIDSCHED ICEMAN
Previous Last Name: Suffix: *Admin Sex: *Birth Sex: *Social Security Number:
v| [Male v v o
Reason For No SSN: *Date of Birth: Age: Medical Record Number: Financial Number:
v 04/24/1976 - 43Y 74000743
Estimated Patient Responsibility: Medical Necessity Status: NOP Acknowledgement: *PreReg Status: Arrival Comment t:
$0.00 - Not on File Incomplete v
Patient Infermation | Encounter Guarantor Information | Insurance Primary | Insurance Secondary | Insurance Tertiary | MSP | Insurance Summary | Additional Contacts
.
Address Info: Pt Phys Addr - Clear (c): Pt Alt Address - Clear (c):
. I
Pt Home (Mailing) Address: Pt Physical Address:
@ 2000 MARSHALL ROAD =+ | Add Address.
HUNTINGTON. WV
25701,
\ddi n
Pt Alternate
'
.
Complete Cancel

40. Encounter Information

e Complete Nurse\Ambulatory (CHH MRI)
e Patient Type (PreReg)
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e Medical Service (Radiology)

e Attending/Rendering Physician (add ordering Physician)
e Estimated Arrive Date (is the date of the appointment)

e Estimated Arrive Time (is the time of the appointment)

Patient Information |Enmunter\nfurmatmn Ikppointmentlnformat\on Guarantor Information | Insurance Primary | Insurance Secondary | Insurance Tertiary | MSP | Insurance Summary | Additional Contacts
— Locatien

“Building: “Nurse\Ambulatory: *Patient Type: *Medical Service:

Cabell Htg Hosp v v v v

{— Current Encounter Information

Admit Type: Referral Source: *Reason for Visit: Arrival Mode: Accident Related Visit:

v v [injury v v

| Physicians

*Attending/Rendering Physician: Primary Care Physician: Reason for No PCP: Referring Physician: Reason for No Referring Phys:
Q.| | Cemer Proxy LaunchPeint , DGO/ | G, v Q| v

{— Additional Information

Display in Directory?: ocM: Clinical Trial:

Complete Cancel
41. Insurance Primary
42. MSP if applicable (Medicare patients only)
43. Insurance Summary
e Click Submit Eligibility icon (to run Eligibility)
Patient Encounter Guaranter Insurance Primary | Insurance Secondary | Insurance Tertiary | MSP \l\nsurameiummaw lAdd\tlona\Conta:ts
By
e Summary:
| £ Fi P |0y SR Y
T8 HealthPlon  Carrier Member Nbr EncntrPlan Beg. Dt  Encntr PlanEnd Dt Plan Type  Subscriber Relation Eligible Eligibility Submit Date Eligibility Cache Date ~ Eligibility Cache Exg
1 Blue Cross WV Blue Cross 12356987 7/30/2019 12/31/2100 Commercial VALIDSCHED, ICEMAN  SELF

44. Review Eligibility results

i

I

&

(%)

{d
x

Primary Blue Cross - Emor  Click here to view the results.

!

of

45. Click Medical Necessity icon
46. Medical Necessity Check window opens with results
47. Click Review, Sign, Print

48. Click Close
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‘&i

Medical Necessity Check

) )

Active checks v

Review Sign

Print

Close

49. Click Complete

PreReg window opens with FIN NBR (new encounter)

50. Patient’s appointment is scheduled and WIP window is now empty

VALIDSCHED | ICEMAM :

FIN MER: 820052907

PreReg

The following Cabell Huntington Hospital aliases have been assigned for

oK
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2019

“ October 5
Su Mo Tu We Th Fr Sa
oW o1z 3 4 5
6 7 8 3 W M 12
114 18 18 17 18 19
W oA o2 o b3
2 28 29 30 3 1 2
3 04 5 85 7 o8 3

Appimment

*fppoirtment type:

Wiork in progress:

Appaintmert location:

Person name

MRIAbdomen

1
]
1
:
2
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Recur
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Insert
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19 Blocking Schedules (Managers Only)

When you want to block off time for a department meeting, you can do so using an

appointment type to block the time.

The appointment types to use are: Meeting and Block Time.

Make sure to include a comment explaining why you are blocking the time.

Complete the following to block a schedule:

1.

2
3.
4

Select the Book (for the department or area that you want to place a Block)

Click on Appointment Tab
Select the appointment type (Block)

Select the Location

Appointment location:

Perzon name:

» IEN

2 BLOCK PNC Do Not Move

Books | Appointment ] Appointment Type Help
*Appointmert type: Appointmert Type
Block W ELOCK

Cancel

5. Enter a comment indicating why you are blocking off time and who authorized this

block

6. Click “Move” to move the appointment into the WIP

Books | Appointment

*Appoirtment location:

[

Person name:

Scheduling Comments:
Reason for Block: Departmental Meeting

Move

3

Mexdt

Clear
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7. Click “Schedule” and select the resource and time slot you want to block

Books | Appointment

*Appointment type
BLOCK

*Appointment location:

HH CT}

Person name:

~ Move
Next

Clear

Work in progress:

=40 No Person Specified
£ BLOCK
£ 7 Current Schedule
Sl cHHCT
<%+ Resource

ks

Schedule

Recur
Suggest
Request

Insert

8. Schedule Block window opens with Resource (use drop down to change resource if

applicable)

9. Default Slot (change the Slot time by using the drop down to see other times)

10. Select the duration
11. Click “OK”

Resource:

CT Room -2
Default slot:
CT Slot (7:00 AM - 2:00 AM)

Time:
0700 :

Duration:

[ ] Distinguish setup and cleanup durations

ji L2l Hourls) « || Minutes

Schedule - BLOCK

- D ay

oK

Cancel

- |

12. Confirm the block is in the same manner as any other appointment. The

appointment displays as confirmed

Acute Scheduling/Win32 Guide

Confidential CHH/Marshall University Document

137




Worl in progress:
=--#% Mo Person Specified Schedule
[y =@ BLOCK |
El Current Schedule | e
E T
=-ffll CHHCT T rear |
% Resource
Suggest
Request
Insert
13. Confirm window opens
14. Click OK
Confirm ?
Name: No Person Specified
Summary | General | Resource View | Guidelines | Notification | Conversation Summaries | [tineraries | Locks | Eligibility | Booking Notes
©-% BLOCK
ol cHHCT No Person Specified

-[¥] CTRoom -2 Allergies:

10/28/2018 - 7:00 AM 60 min. BLOCK CHH CTCT Room - 2

Options Print... Prirt ABN...

15. To block multiple resources, click “Next” and move multiple appointments into the
WIP and schedule from there.
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1

3 7 8
13 14 15
0 2 22
27 peii 29

October

2
3
16
23

Su Mo Tu We Th

3
1
17

il

Fr

T
18
25

Sa

12
13
26

Books | Appointment

*Appoirtment type:

Appointment location:

Person name:

Nexd

Clear

Pt
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20 Types of Schedule Inquiry

20.1 Person Inquiry

Complete the following steps to perform a person inquiry:

o

1. Click on the Appointment Inquiry icon (eye icon) el
2. Schedule Inquiry window opens

3
P Task Edit View Help

IMBRERLCEN BEAG ow B8 EE0 rHASEES & Ma

I Schedule Inquiry - Person Schedulelnquiry—Standardl

Person | Resource | Location | Eligibility | Rec | »

Inquy:
Person Schedule Inuiry - Standard v

Person
Start date: Start time
10/23/2019| (v 000D 2

End date End time
g |2 2aEE |12

3. Click on Person Tab
4. Click on Inquiry Drop Down
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—
Person |I Resource | Location I Eligibility I Ret I PI

Inguiry:

| Person Schedule Inquiry - Standard W
Person:

! -]
Start date: Start time:

|10323;2019|% |DDDD |%

End date: End time:

s o e | % IEI |2355 | %

| Find | | Clear | | Close |

5. Choose the Type of Person Inquiry
6. In Person Box, Click the Ellipsis (three dots)
7. Person Search window opens
8. Search for the Patient and Select the Patient
9. Click OK
@ 7 rson Search| =
Account #: Match % MName MRMN B3N Sex DoB Ag
| | 20.00 ZZTEST . TRICK 05375487 O -HOK-2381 Male 03/11/83 3
Norme: 10000 | ZzTEST TERESA [ 74000016 | [ Femals | 122892 |
|Z1ﬁt teresa |
MRM:
| |
DoB:
[xprmprees Shd|
Sea
| v| [
SSN:
| |
Location:
| ~|
[ search || Resst |

OK | | Cancel | | Preview...
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10. Select the Start Date/Time
11. Select the End Date/Time
12. Click Find.

Person | Resource ILm:ation | Eligibility | Ret I P‘l

Inguiny:

Person Schedule Inguiny - Standard

Person:

ZFTEST , TERESA

Start date: Start time:

=] =]
10/2342019 =] IEI Q000 =]
End date: End time:

NN

Find | Clear

Close
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Name: ZZTEST , TERESA

MRAN: 74000016 DOB: 12/28/92

Age: 26 Years Sex: Female:
Person | Resource | Location | Eligibility | Re_| ¥ | | BEG DATE DURATION STATE  APPTTYPE REQDOCTOR  RESOURCE
10/23/2019-8:00 AM 60 Corfimed  MOMS Group MOMS Communty Room
Inquiry. 10/25/2019-9:00 AM 60 Corfimed  MOMS Individual Counseling Rachel Goddard LPC
Person Schedule Inquiry - Standard v
Person:
ZZTEST . TERESA
Start date Start time:
1072372018 = [ | o000
End date: End time:
e | (21[] [958
Find Clear Close

13. Patient Window opens with all appointment information
14. Click Close

20.2 Resource Inquiry

Complete the following steps to perform a resource inquiry:

L ]
1. Click on the Appointment Inquiry icon (eye icon) il
2. Schedule Inquiry window opens

£ I Schedule Inquiry - Person Schedule Tnquiry - Standarai
i Task Edit View Help

IMRERDEI KOS s 88 BEOeHABEE# &N a

Person | Resource | Location | Eligibility | Rec_| ¥

Inquiry:
Person Schedule Inquiry - Standard v

Person
Start date: Start time:
10/23/2018 | = | w| 0000

End date: End time:
wsppes | E (] 2355

Find Clear Close
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Click on Resource Tab
Click on Inquiry Drop Down
Choose the Type of Resource Inquiry

o v hw

In Resource Box, type the Resource Name or Click the Ellipsis (three dots) and search

Person | Resource | Location Eligibility | Rec |P|

nguiry: |
Resource Open Slots W

Fesource:

[ -]

Start date: Start time:
10/23/2018| = || | 0000 =

End date: End time:
10/23/2019 : w2355 :

Find Clear Close
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Person | Resource | Location | Eligibility | Rec »
Inquiry:

Resource Schedule Inguiry - Standard
Resource:
[Rachel Goddard LPC
ptart date: Start time:
10/23/2019| = |+ | 0000 =
Fnd date: End time:
1043142019 = | & | | 2385 =

Find Clear Close

7. Select the Start Date/Time
8. Select the End Date/Time

9. Click Find

10. Schedule Inquiry - Resource Schedule Inquiry (whichever Inquiry that you chose)

opens

11. Click Close (when done)
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= §cﬁeau e Inquiry - Eescurce §cﬁeau e Inquiry - §tanaalal - a
f Task Edit View Help
IMBERERLET KIS 2 cw @ enadaPss (WA

Person Resource | Location | Eligibility | Rec | ¥ | | BEGIN DATE DURATION PERSONNAME  APPT TYPE STATE

10/25/2019-9.00 AM 60 ZZTEST. TERESA MOMS Individual Counseling  Corfimed
Inquiry
Resource Schedule Inquiy - Standard v

Resource

Rachel Goddard LPC

Start date. Start time

10/232ma| =[] o000

End date: Endtime:

10/31/2m8 | [ [ | 2355

Find Clear 1 Cosz |

20.3 Location Inquiry

Complete the following steps to perform a location inquiry:

=
1. Click on the Appointment Inquiry icon (eye icon) L
2. Schedule Inquiry window opens

£
{ Task Edit View Help

IMBERDEI K@ sN @8 EE00EAEgEE# & M4

chedule Inquiry - Person Schedule Inquiry - Standar

Person | Resource | Location | Eligibility | Rec_| ¥

Inquiry:
Person Schedule Inquiry - Standard v

Person
Start date: Start time:
10/23/2018 | = | w| 0000

End date: End time:
wsppes | E (] 2355

Find Clear Close
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Person F‘.esourcEIigibiIity Re |FI

[mguiry: |
Location Schedule Inguiny - Standard (¥

Location type: 1
Ambulatory(s) W

Location:
[H Grtho v

Start date: Start time:
10/23/2019 : s | (0000 :

End date: End time:
10/23/2019| = w | | 2355 =

Find Clear Close

Click on Location Tab
Click on Inquiry Drop Down (Select the type of Inquiry)
Choose the Location Type (Ambulatory = Clinics)

In Location Box, type the location (i.e. CHH MOMS or use drop down and look for
location)

Select the Start Date/Time
Select the End Date/Time
9. Click Find

o v kW

N
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10. Location Schedule Inquiry window opens with all appointment information
11. Click Close

o

= | Cocation Schedule Tnquiry - Standard | -
i Task Edit View Help

RERCHA KDL ow B8 B0 0RAEEBERE# o KMa

MRN pOB
Name:
Age: Sex:
Person | Resource | Location | Eligibility | Re.| » | | BEG DATE DURATION  PATIENT STATE  APPTTYPE REQ DOCTOR  RESOURCE
10/23/2019-800 AM 60 ZZTEST  TERESA Corfimed  MOMS Group MOMS Commurity Room
Inquiry 10/25/2019-3.00 AM 60 ZZTEST  TERESA Corfimed  MOMS Individual Counseing Rachel Goddard LPC
Locatian Schedule Inquy - Standard v
Location type:
Ambuistoryls) v
Location:
CHH MOMS v
Start date: Start time:

10/23/2M8| 2] w0000

End date End time: %
AETE S PI- e
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21 Work Queue Monitor (WQM)

Complete the following steps to open the WQM:

1. Click on the WQM icon on toolbar @
2. CPDI Work Queue Monitor window opens
I CPDIWoerueueMonimrI - a

S|St e 85N Fiters: - | @ Search

Task  Work ltem  View Help

CHH_Rad MAl | CHH_Fisd CT_Huc_ Uhiasound Fluoro | CHH_Rad IR | Uinknown ueue

Date/Tine Elapsed Time  Person Name MRN  FINNBR  Document Type ~ ~ 2|
4/2/2019954 AM  204d 7hr ZZSYSTEST . SCHEDMANTWO Radiology Reports 2
4/9/201910:01AM  157d 7hr ZZTEST , BRAD 05375478 820005155 Outside Record

4/9/201910:01 AM  187d 7hr ZZTEST . ERIC Orders

7/15/20191:31AM  100d 15hr ZZTEST (ALIE 74000653 820032381 Orders Page 1
7/15/20191:31AM  100d 15hr

7/15/20191:31AM  100d 15hr ZZTEST .ALIE Orders 3
7/15/20191:31AM  100d 15hr

7/15/20191:31AM  100d 15hr ZZTEST . JACK Outtside Orders

7/15/20191:31AM  100d 15hr B
7/15/20191:31AM  100d 15hr ZZTEST . JACKRYAN MU CT Angiography Cardiac w IV {

7/15/20191:32AM  100d 15hr 4
7/15/20191:32AM  100d 15hr ZZTEST . BABYBOYVALIENCIA Admission History Pediatric - Text

7/15/20191:32AM  100d 15hr k B Pz 3
7/15/20191:32AM 1 100d 15hr ZZTEST , JACK Orders ;
7/15/20191:32AM  100d 15hr ZZTEST . VALIENCIA Miscellaneous Note |

7/15/2019 1:44 AM  100d 15hr ZZTEST  ESIG 05375569 820013605 5
7/15/2019 1:44 AM  100d 15hr ZZTEST . ESIG Orders

7/15/2019 1:44 AM  100d 15hr Pazd
7/15/2019 1:44 AM  100d 15hr ZZTEST . ERIC 05375445 820001204 Orders

7/15/2019 1:44 AM  100d 15hr ZZTEST . ESIG Outside Record 6
7/15/2019 1:44AM  100d 15hr ZZTEST ALIE Orders

7/15/2019 1:44 AM  100d 15hr

7/15/2019 1:44 AM  100d 15hr Page 3
7/15/2019 1:44 AM  100d 15hr ZZTEST . MHKATIEE Orders

7/15/2019 1:44 AM  100d 15hr © 7
s 1-76 [ % 9 P Tas REE-OG2E - 3
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21.1 Completing a Work Item

Complete the following steps to complete a a work item:

1. Select the appropriate Queue
2. Double-Click the work item

m CHH_Rad_CT_Muc_Ulrasound_Fluora | CHH_Rad_IR | Unknown Queue |
Date/Time |Elapsed Time | Person Name IMRN  [FINNBR |Document Type I
4/2/2019 954 AM 204 d 7 hr ZZSYSTEST . SCHEDMANTWO Radiology Reports
4/9/2019 10:01 AM 197d 7hr ZZTEST .BRAD 05375478 820005155 Outside Record
4/9/2019 10:01 AM 157d 7 hr ZZTEST . ERIC Orders
7/15/20191:31 AM 100d 16hr  ZZTEST ALIE 74000653 820032381 Orders
7/15/20191:31 AM 100d 16 hr
7/15/20191:31 AM 100d16hr  ZZTEST ,ALIE [}5 COrders
7/15/20191:31 AM 100d 16 hr
7152019 1:31 AM 100d 16hr ZZTEST . JACK Outside Orders
7/15/20191:31 AM 100d 16 hr
7/15/20191:31 AM 100d 16hr  ZZTEST . JACKRYAN MU CT Angiography Cardiac w IV C
7/15/20191:32 AM 100d 16 hr
715/20191:32 AM 100d 15k ZZTEST . BABYBOYVALIENCIA Admission History Pediatric - Text
7/15/20191:32 AM 100d 15hr
7/15/20191:32 AM 100d 15hr  ZZTEST . JACK Orders
7/15/20191:32 AM 100d 15hr  ZZTEST . VALIENCIA Miscellaneous Mote
715/20191:44 AM 100d 15hr  ZZTEST ESIG 05375569 | 820013605
715/20191:44 AM 100d 15hr  ZZTEST ESIG Orders
7/15/20191:44 AM 100d 15hr
7/15/20191:44 AM 100d 15hr  ZZTEST .ERIC 05375445 820001204 Orders
715/20191:44 AM 100d 15hr  ZZTEST ESIG COutside Record
7152019 1:44 AM 100d 15hr  ZZTEST  ALIE Orders
7/15/20151:44 AM 100d 15hr
7/15/20151:44 AM 100d 15hr
7/15/20191:44 AM 100d 15hr  ZZTEST . MHKATIEE Orders
7/15/20191:44 AM 100d 15hr ~
< >
ltems 1- 75 Previous =

Add/Modity Work Ttem - ol

Task  View Weorkltem Help |

Am=E*->3ELE e @ |
7z CHED ©  DOB: 010170 c

"
Loeation:

Cabell Hurtington Hospital//Cabell E
Hurtington Hospital//Red Patiert |
Document type:

Radiology Reports = |

Subject:

Radiology Reports

Priority:
NoW v

modality:

Magnetic Resonance Imaging v

Queve Routing

‘Scheduling Request List:

CHH RAD MRI v
Last Contact _I
Referring physician. 4+ > Fageu’ﬁ KEE-OGCAEY Yy RA-EIXQ
4 = o« | el |
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3. Add/Modify Work Item dialog box opens

£>

Click Select Patient to associate to the work item

Search for Patient, Select Encounter
Click OK
Select Document Type

Select the Status to Complete

© 0 N U &

Click Ok, Work Item is removed from the Queue

10. Displays in Patient’s Chart

Add/Modify Work Item - O

Task Vi

iew  Work ltem  Help
AE=H*Y-2IEEE e aE

77

Location:

Cabell Hurtington Hospital//Cabel ~ I:H!
Huntington Hospital//Rad Patient o3

Document type:

Fadiology Feports

Sibject
IHadm\ngy Reports

modality:

Magnetic Resonance Imaging v

Queue Routing:

‘Scheduling Request List
CHH RAD MRI v

Last Contact _I

Referring physician: e e > P Fogs[ Toia A E-OGEY Y RO X[TS

I j Route | I oK

|5|alus I v

21.2 Adding a Signature Request

Complete the following steps to add a sighature request:
1. Deselect the Post As Authenticated check box

2. Enter the Name of the Provider (who must sign off the work item)
3. Ensure that the Requested Sign option is Selected
4. Click Add
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Add/Modify Work Item - 0 B3

Task View Workltem Help
AME*E-D>IEBR I 0@

Patient Name: ZZSYSTEST . SCHEDMANTWO DOB: 0101770 Encounter Type: Outpatient
MRN: 525189207 Age: 49 years FIN: 192721059

ZZSYSTEST . SCHEDMANTWO

‘ ‘ ’

Date of service

’m/zmms 4239 - GMT05D -‘

[™ Post as authenticated
Sign date

"‘f“/““ B .‘ &

Provider
S

— Provicder acti

' Requested Sign I

 Pending Sign

' Requested Review

€ Completed Sign
= T]
Provider Status Action
e e[ Tofs REEFOGEY Y BO-E X1
Route 0K
Add/Modify Work Item -a

Task View Workitem Help
AEE*->23ERRe @

Patient Name: ZZSYSTEST . SCHEDMANTWO DOB: 01/01/70 Encounter Type: Outpatient

MRN: 525189207 Age: 49 years FIN: 192721059
ZZSYSTEST . SCHEDMANTWO

‘ ‘A ~F .

Date of service
’(11/‘24/‘2019 * L2359 “ (GMTO5:0 v‘

I™ Post as authenticated

Sign date 3
P 2

Provider ke

Sign For: Test , Physician2 |

—Pravider actions

>
¥ Requested Sign

€ Pending Sign
' Requested Review

 Completed Sign

Provider Status Action

Reauested  Sign

e & 9

(3.4
Pz Mot REE-OGCHEYYREO-EX1S ¥ o

5. Click anywhere on the document to display a Requested Signature box
6. Click Ok, the work item is Removed from the Queue

7. Displayed in the patient’s chart in a Transcribed Status (as well as in the provider’s
message center)
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<

- |# Documentation

'O Full screen >
ok add 5, ko | [ Sign

> 0 minutes ago
List

Radiology Reports X
Courier New 0 - [BRK
Z Hide Note Details

*Type: | Radiology Reports

v *Author: |Test  PhysicianZ

N L-\}
*Date: |01/24/2019 =1[,,] [2359 S EST l Batus

Transcribed l

Subject: | Radiclogy Reports

Patient Level Document:

> M| PE‘QEDFQ REAEDGE YYD

Ivvw
(S

* Preliminary Report *

Once Provider signs off the document, Status is set as Auth/Verified

~ |#% Documentation

O Full screen ¥ 0 minutes ac
ok Add [E] | Sign
List Radiology Reports X 4
Courier New AR R NN BU ;&= |E == Howf
& Hide Mote Details
*Type: | Radiclegy Reports v *Author: |Test , Physician2 @
*Date: |01/24/2019 21| (2359 =l EsT Status:  Auth (Verified) | [%
Subject: | Radiology Reports
Patient Level Document:
- ~
wifc >
$ N Pz Tois S E-OGS % M~ & 9| @ e R
e S
"Insert Addendum Here:

21.3 Indexing to Clarify Status

After Completing Steps 1-3 in Completing a Work Item Section:
1. Change Status to Clarify

2. Select a Reason (enter any additional information in comment box)

3. Click Ok, the work item is Remains in the CPDI Work Queue Monitor in a Clarify
Status until status is Changed to Complete
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DCate of service

mem B :ﬁnnm-|

F

Sege cale

= ]

Provider I o P
3

P e mABOGEY Y BE-EIX[3S

21.4 Faxing a Work Item

Complete the following steps in the Indexing to Clarify Status Section:

Click Fax icon (at the top)

P wWN

Click Fax

=
v

Enter the Fax Number
Update the Cover Page

Task View Workitem Help
AEE" >3PEa

Date of service
Pmmm B R |
P

Sege date
= =
Provider

Add/Modify Work Item

e o

Poe[ ol REAE-OCAEY Y wE-EIX YO
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Fax E

)
Facility/sender address:
m Alden Mine #3
— Fax information
To: From:
| d Test , P1 Scheduling Clerk 3
Fax number: Pages (including this cover page):
[System-generated]
Re: Date:
| | 102319
Comments:
| - add |
¥ Include cover page
Fax I Cancel

21.5 Routing a Work Item

Complete the following steps to route a work item:

1. Change Status to Clarify
2. Select a Reason (enter any additional information in comment box)

ZZTEST . BRAD

Last Contact: _I

Date of service
P"ng s L;E * GMTOSD |

Provide e e b @l P ot REAB-OCAY Y REEIX[3

3. Change the Sending Location (to where you want to route it)
4. Select the Location
5. Click Ok
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6. Work item Routes to any Queue associated with the Location

v Add/Modify Work ltem - 7 IEEH|

Task  View Workltem Help
A=Y -d3A0LE L e 0@

ZZTEST . BRAD

ponan -z - e -| e & 9 P it RAB-OGCAY Y RAOEIXIO
F § : Fioute | I oK
21.6 Splitting a Work Item
Complete the following steps to split a work item:
1. Select the Queue (where the work item is located)
2. Double-Click the work item
3. Add/Modify Work Item dialog box opens
Add/Modify Work Item - g

Task  View Workltem Help

ATHY 33EBE e 0

Patient Name: ZZTEST | ALIE DOB: 05/13/89 Encounter Type: Clinic
MRN: 74000653 Age: 30 years FIN- 820032381

s
Location:
#

Document type:
Orcders <] ]
Subject

| Routne v

modality:

| Magnetic Resoniance Imaging vl

Queve Routing

\ ’]

|
Friority

‘Scheduling Reguest List:

| CHH RAD MRI v
Last Contact 5 .
’—J < >

v XOG A
Referring physician: o @ > Pageum R @EOGEY Y WG xﬁg ¥ 0
| 3 Route ok | Carcel |
Status: v
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e >N Poe| Mot RAE-OGCHY Y AT X1

Route | oK

. Step 4 Select the Pages from the Work Item (that must be Indexed) Separately
Click Select Patient to associate to the work item
Search for Patient, Select Encounter

N o u b

. Select Document Type

8. Click Split icon €

Patient Name: ZZTEST . ALIE 3 Encounter Type:
MRN: 74000653 FIN:- 820051084

Prereg

2 -~ D

Location: k |
St L
Document type: Paz |
Orders |
‘Subject 2
| Page2
Priority: e

Routine -

3

modality: 3

Magnetic Resonance Imaging v f

Queue Routing:

Scheduling Request List

CHH RAD MRI v
Last Contact _I
v
Referring physician: 4 & > Pae| ot RAE- OGS Y DO-E XIS
4 = ok | cwa |
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o Maintain Information

¥ Maintain patient context
[T Maintain document type and subject %

OK

Cancel

9. Click Next to populate Maintain Information dialog box

10. Make the Selections
11. Click Ok (next page will automatically populate)

Patient Name: ZZTEST . ALIE DOB: 05/13/89
MRN: 74000653 Age: 30 years

Encounter Type: Prereg
FIN: 820051084

e & 9

Pae[ Yoz REE-OGEYYBI-EXT

Route Next | Cancel I

12. Finish Indexing

13. Document Type

14. Status

15. Click Ok

16. Completed Pages display in Patient’s Chart

17. You can split documents as many times as needed
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22 Scheduling Using WQM

22.1 Orders to Scheduling using the Request List Queue

Complete the following steps for Orders to Scheduling:

2E|&
1. Click on Request List Inquiry

2. Schedule Inquiry - Request by Queue window opens

i3 Schedule Inquiry - Request by Queve P

h L O P HEAB T SN B FHO0NRANAEE S WA

3. Select from Inquiry drop-down list (i.e. WQM Request list (Faxed Orders))

4. Select from Request List Queues (i.e. Radiology for imaging orders, CV Scheduling for
Cardiology, Vascular Lab, PFTs and EEG)

Acute Scheduling/Win32 Guide
Confidential CHH/Marshall University Document
159



5. Select Start Date and Start Time
6. Select End Date and End Time
7. Click on Find

Request List

Inquiry:

WGQM Faxed Orders -

Request List Gueues:

CHH RAD Radiology {CT, Nuc, US, Auoro) ~
Start date: Start time :

104012019 : ' oooo =

End date End time

1043172019 : ~ 2365
WQM Views

-
Modalities
Find Clear Close

8. The WQM Request list will display patient orders

Action  Person Name MRN DOB
Book  ZZTEST,FRANK 05375542 6/5/1986

Patient Phone  Appeirtment Type/Modality Request Date

Order Details
(281) 444-2342 CT Chest

10/7/2015 - 5:22 AM  08/01/1% 20:11:00 EDT Routine, Reason: Chest Pain, No, Weight: 100.000000, Height: 18:
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9. Right Click on an entry on the Request List

10. Click on Complete Request

s L e

B HEO NHQEOE#F & KA

ey Parsan Mama MRN 0OB Patiart Phonw W

4—’%

Med Nex Check.

Lock..

Complete Reguest...
Moddy Request...
Blove Reguest.
Cancel Reguest...

Fe: Request

Schedule
Inguiry
Medifications...
Superbill,
Person

Link_

Wi,

char Dty

70113 20: 11100 EOT Routne, Reason: Chest Pam, Mo,

Add New Appomtment

11. Future Request /Appointments for [Pat
12. Click on OK

ient Name] will display

Patient Request(s] In Process

Requests/Appointments for: ZZTEST , FRANK

Request Action  Request Status Resson  Appointment Type/Modality Earliest Dste/Time  Latest Dste/Time  Date Crested Image Orders Orderin
Beok MRI Abdemen /520191200 AM  7/19/2019 11:59PM  7/3/2019 4:23 PM MRI Abdomen w/e Contrast, MRI Abdomen w/'o Contrast  BANNIS
Book CT Chest 8/1/201912:00 AM  8/15/2019 11:50PM  8/1/2019 8:12 PM CT Chest w IV Contrast Test , P
Beok Surgery 2/16/2019 1200 AM  2/30/2019 11:50PM  8/14/2019 11:09 AM Lithotripsy Bilateral
< >
Patient request{s)
Request Action Request Status Reason Appointment Type/Modality  Earliest Date/Time  Lstest Date/Time  Date Crested Image Orders ~
Beok Unknown Appointment 1/9/2019 12:00 AM 1/23/201911:359 PM  1/9/2019 2:40 PM CR Chest Single
Beok Unknown Appointment 2/7/201912:00 AM  2/21/201911:39PM  2/7/2019 9:22 AM CT Abdemen Oral Contrast Only
Beok Canceled Order Modification US Thyreid 2/7/201312:00 AM  2/21/201911:39PM 2/7/2013 10:15 AM US Thyreid, Parathy, Paretid, US Thyreid,
Beok MRI Abdemen 2/14/201912:00 AM  2/28/2019 11:39PM  2/14/2019 10:364M MRI Abdomen w+ wo IV Contrast v
P [T S AASAA TAR ARA AUEARAAALEARLE A AAMAIA 1277 PR P R
Patient appointment(s)
Current State  Appointment Type/Modality Location Begin Date/Time  End Date/Time  Date Created Image Orders Ordering Physician
Cenfirmed Surgery Main OR 10/3/20198:30 AM  10/3/2019 3:00 AM  10/3/2013 11:42 AM  View  EGD
Cenfirmed Surgery Surgery Center  10/3/2019%:00 AM  10/3/2019 3:30 AM  10/3/2019 3:36PM  View EGD
Refresh Assodate OK. Cancel

13. Appointment Attributes window opens
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=03 ZZTEST, FRANK

S CT Chest]

Details = Orders Move Criteria | Resource List

Appointment Attributes

Guidelines | Appointment | Eligibility | Medical Necessity

ZZTEST, FRANK

CT Chest w IV Contrast

Deleted Detail =

*Requested start date and time
08/01/2m9 2 wlem
*Priorty:

Routine

Free Text Reason for exam:

Consutting physician:

Q
b B
Optional | Search | Exsting Orders | Privileges | ADS | Required :
*Does patient require anesthesia?
CT Chest Hi-Resolution w IV Contrast No v
CT Chest Hi-Resolution w=wo IV Contrast
CT Chest Hi-Resolution w/o Contrast Pregnant.
CT Chest w IV Contrast No v
CT Chest wwo IV Contrast
CT Chest w/o Contrast Transport mode:
v
Isolation Code
v
Fatiet has IV
hal%
Cancel

14. Click the drop down on the Schedule to Location

15. Select the Location

16. Click on Orders tab and confirm an order is populated under the patient Name

* This will be populated from the orders placed in Power Chart.

=% ZZTEST, FRANK

[EXa ey CT Chest|

Appointment Attributes

Details | Orders | Move Criteria | Resource List | Guidelines | Appointment | Eligibility | Met

ZZTEST , FRANK

CT Chest w IV Contrast

Optional | Search | Existing Orders | Privileges | AOS

Required

CT Chest Hi-Resolution w IV Cortrast

CT Chest Hi-Resolution w+wo [V Contrast
CT Chest Hi-Resclution w/o Contrast

CT Chest w IV Cortrast

CT Chest w+wo IV Conttrast

CT Chest w/o Contrast

17. If no order is present below the patient’s Name, select the appropriate order from
the Optional tab. Double click on the order

18. Orders that are faxed images will need the corresponding order selected.
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19.
20.
21.
22,
23.
24,
25.
26.
27.

28.

29.

Optional | Search | Existing Orders | Privieges | ADS | Required

CT Chest Hi-Resolution w 'V Contrast

CT Chest Hi-Resolution w+wo [V Contrast %
CT Chest Hi-Resolution w/o Contrast

CT Chest w IV Contrast |

CT Chest wswo [V Contrast

CT Chest w/o Contrast

Click on the Details tab and the Accept Format Fields will display

Complete yellow highlighted/* required fields (if not completed)
Scheduling Ordering Physician

Order Type

Does Patient Require Sedation?

Does patient Require Anesthesia?

Click on OK

Work in Progress window opens (Patient, Appointment Type, and Location)

Click on Suggest

Work in progress:

= ¥% ZZTEST, FRANK Schedule
=% CT Chest (Thursday, 8/1/2019) S
EI Current Schedule o
=E | CHHCT Recur
%% CT ROOMS
L. Patient Suggest I
Insert

The Patient, Appointment Location(s), Appointment Type, Order and duration will
appear on the top of the Suggest Schedules page.

Suggest Criteria can be adjusted to return only available appointments meeting the
criteria.

e Date Range, restrictions, or schedule days into the future
e Days of the week
e Time of day
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Suggested Schedules

Patient Appointment Location  Appointment Type  Primary Order

OB | Z7TEST . FRANK [ CHHCT CTChestwIVContrast | |

Scheduled Date/Time  Patient Duration

Suggest Criteria | Preferences |

Appointment Date

[=[E)

(®) Date range: ‘ 10/23/2019 | % |11 1222019
(7) Schedule in: 1 Z| Days From: | 0BA01/2019
() Date restrictions Next 2 Days

Sat | Sun |‘Emeptinn5|

Appointment Time
(@) Time rangs: 0000 |% |2255 |%
() Time restrictions: AM Cnly
Schedule as vistt within 1 Z| dayls)
Owveride suggested date and time
Schedule multiple persans to mixed Group Sessions
| Clear ‘ | Suggest

Pat Dur  Pat Date/Time Person Appt Date/Time  Appt

>

Next Mexdt Day Select

o [ o

Note: Before continuing with the suggest function click on the Preferences

Tab and change Number of Suggestions to return to 30.

Suggest Criteria | Preferences |

Number of suggestions 10 retum
Number of days in date range
Default time range

Success ratio

Acceptable time vanation

Do not alow multiole secondary suooestions

| Moo | Tue [ Wed | T

2355

100

30. Click on the Suggest button
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{| Preferences

Appointment Date

(®) Date range: 1042372019 =

() Schedule in: 1 =

-

Days

() Date restrictions:

Next 2 Days

Appoirntmert Time

(®) Time range: nooo
() Time: restrictions: AM Cinly
Schedule as visit within 1 =

Ovemide suggested date and time

Schedule multiple persons to mieed Group Sessions

W

= 2255
dayis
Clear

11/22/2M8

From: 08/01/2015

L3

Suggest

31. Appointments matching criteria will display.
32. Click on the Next or Next Day button to move to future appointments.

MNext Day

|-

Clear

Select

33. Double click on an appointment and a red check will appear in the far-left box

34. Click OK.

Person

ZZTEST , FRANK
ZZTEST , FRANK
ZZTEST , FRANK
ZZTEST . FHANK

Pat Date./Time

10/23/2019 - 4:30 PM
10/23/2019 - 4:45 PM
10/23/2019 - 5:00 PM
10/23/2019 - 5:15 PM
10/24/2015 - 7:00 AM

Pat Dur

15 Minutes
15 Minutes
15 Minutes
15 Minutes
15 Mlnutes

Ed e e EEE

Appt Date/Time

10/23/2019 - 430 PM
10/23/2019 - 445 PM
10/23/2019 - 5:00 PM
10/23/2019 - 5:15 PM
10/24/2015 - 7:.00 AM
(15 bisos | 10/25/2018 - 7:00 AW | ZZTEST . FRANK | 10/25/2015-700 Al ] CT Ghest | CT Room -2 | CHHCT | CT Gt I Contes |

15 Minutes 1D/28/2ﬂ19 7DDAM ZZTEST FFU\NK 1ﬂf28/2ﬂ19 700AM CT Chest

s

Appt Type
CT Chest
CT Chest
CT Chest
CT Chest

Resource

CT Room -
CT Room
CT Room -
CT Reom -
CT Room -

CTRoom-2 CHHCT CT Chest w IV Cortrast

2
-2
2
2

Appt Loc
CHHCT
CHHCT
CHHCT
CHHCT

Primary Crder

CT Chest w IV Contrast
CT Chest w IV Contrast
CT Chest w IV Contrast
CT Chest w IV Contrast
CT Chest w IV Contrast

OK

Cancel

35. The Work in Progress window opens with appointment in pending status
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36. Click on Confirm

Work in progress:

= #% ZZTEST, FRANK
=@ CT Chest (Thursday, 8/1/2019)
EI Current Schedule
2} CHHCT

- CTROOMS
- @ Patient

5

Schedule

Confirm

Recur

Suggest

Reguest

Insert

37. Patient’s appointment confirmation including date, time, location and any
preparation instructions will display

38. Click on OK

Confirm

Summary | General | Resource View | Guidelines | Notification | Cenversation Summaries | Itineraries | Locks | Eligibility | Medical Necessity__| *

MRN: 05375542 DOB: D&/06/86

Age: 33 Years Sex Male

Allergies:
Allergies

10/25/2019 - 7-00 AM 15 Minutes CT Chest

Orders:
CT Chest w IV Contrast

Preparations:
before the scheduled time.

CHILD SEDATION

Do not feed your child after breakfast.

Keep your child awake after breakfast

Name: ZZTEST , FRANK
=-#3 ZZTEST, FRANK
£-@ CT Chest
& cHHCT
CTRoom -2
ZZTEST, FRA|
< >

ZZTEST ., FRANK Med Rec Nbr: 05375542 ~

The patient must not eat any food or have anything to drink for six (6) hours I

Wake your child 6 hours before appointment and keep awake until scan time. NO NAPS.

Child may have a light breakfast consisting of toast and/or clear liquids 6 hours before appointment. Mo meat or milk products.

CHH CTCT Room - 2

Options Prnt Print ABN

oK Cancel

39. Encounter Selections window opens
40. Click on Add Enc
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Encounter Selection ?
FINNBR  Enc Type Disch Date Admit Type Facilty Nurse Unit Encounter Prsnl
220002038 Clinic 2/7/2015-11:55 PM MH FM MH FM Attending Physician
820001980 Clinic 2/7/2019 - 11:59 PM MH FM MH FM Attending Physician
820001659 Clinic 2/6/2019 - 11:55 PM MH FM MH FM Attending Physician
820001436 Clinic 2/6/2019-11:59 PM MH FM MH FM Aitending Physician
820000461 Clinic 1/31/2015-11:55 PM MH FM MH FM % Attending Physician
005068485 Clinic 1/16/2019 - 11:59 PM MH FM MH FM
009068465 Emergency 5/20,2019-11:59 FM  Unknown  Cabell Htg Hosp ED Ordering Physician
005063102 Clinic 10/4/2018 - 11:59 PM MH FM MH FM Attending Physician
005068001 Clinic 8/30/2018-11:55 PM MH FM MH FM Attending Physician
820054674 FPrereg Cabell Htg Hosp Surgery Attending Physician
820054641 Prereg Cabell Htg Hosp Qutpt surgery Attending Physician
< >

Modify Add Enc 0K Cancel

41. Available Conversations window opens
42. Select PreReg from drop down
43. Click OK

i Available Conversations “

Flease select the conversation you would like to use:

| ]

OK

44. External MPIl window opens
45. Click OK or Show Details
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# External MPI = =

System Error

The external MPI web service was unable to establish connection to back-end
domain to process the browser request. Contact your system administrator.

OK Show Details

46. Insurance Profile Selection window opens
47. Click the box next to Hospital
48. Click OK

i Insurance Profile Selection

- O x

B | Health Professional | |
1 Medicare Medicare Medicare ZZTEST . FRANK 12345

O Hospital
1 Aetna Better Health of WV Astna Medicaid WV ZZTEST  FRANK 23424242

Profile Seq Health Plan Payer Financial Class = Subscriber Member Number  Group Number Begin Date  End Date

49. PreReg window opens (complete required fields in each tab)
50. Patient Information Tab

e Complete Birth Sex
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u PreReg - a
@ |18
*Last Name: *First Name: Middle Name: Preferred First Name: Previous Last Name:
Suffix: *Admin Sex: *Birth Sex: Social Security Number: Reason For No SSN: *Date of Birth:
v Male v v .- Patient refused v 06/06/1986 -
Age: Medical Record Number: Financial Number: Estimated Patient Responsibility: Medical Necessity Status: NOP Acknowledgement:
33y 05375542 $0.00 v Not on File
*PreReq Status: Arrival Comment:
Incomplete v
Patient Encounter ion | Guarantor ion | Insurance Primary | Insurance Secondary | Insurance Tertiary | MSP | Insurance Summary | Additional Contacts
.
u
Address Info: Pt Phys Addr - Clear (c): Pt Alt Address - Clear (c):
v ks
Pt Home (Mailing) Address: Pt Physical Address:
@ 2801 ROCK CREEK PKWY @ 555 STATE LINE RD
KANSAS CITY. KS 64117- HOUSTON, TX -
Clay
Address Verification
Pt Alternate Address:
+ [ Add Address.
.
Complete Cancel
51. Encounter Information
e Patient Type (i.e. PreReg)
e Medical Service (i.e. Radiology)
e Reason for Visit (i.e. CT exam)
e Attending/Rendering Physician
Patient { Encounter [Appmntment Guarantor Insurance Primary | Insurance Secondary | Insurance Tertiary | MSP | Insurance Summary | Additional Contacts
— Location
*Building: *Nurse\Ambulatory: *Patient Type: *Medical Service:
Cabell Htg Hosp v CHHCT v v v
{— Current Encounter [%
Admit Type: Referral Source: *Reason for Visit Arrival Mode: Accident Related Visit:
| Physicians
* Attending/Rendering Physician: Primary Care Physician: Reason for No PCP: Referring Physician: Reason for No Referring Phys:
3, | Test, Physician2 3, v 3| v
dditional Information
Display in Directory?: OCM Clinical Trial:
— Account Data

52. Guarantor Information (review and update if applicable)

53. Insurance (Primary, Secondary, Tertiary)

e When Authorization is required (Select Yes in the Authorization Required field

and document using the Authorization Fields)
e Authorization Status (Select Approved)
e Authorized Service Begin Date
e Authorized Service End Date
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Patient Encounter Ind

urance Primary | Insurance Secondary | Insurance Tertiary | MSP | Insurance Summary | Additional Contacts

Approved

54. Click on Complete

55. The patient will be issued a FIN Number for the appointment and encounter.

56. Click on OK.

57. Patient appointment will appear in the Location Scheduled

FRAME :

FIN MER: 820058725

PreReg

The following Cabell Huntington Hospital aliases have been assigned for ZZTEST,

OK
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23 Print Daily Schedule Report

Note: Please Print the Daily Schedule prior to leaving for the Day in case of a

Downtime

Complete the following steps to print the daily schedule:

© 0 NG AR WNR

Click on Appointment Report icon
Schedule Report window opens

Click on Location Tab

Select the Report (i.e. Standard Appointment List)

Select the Location Type (i.e. ambulatory, buildings, facilities, etc.)

Select the Location (i.e. CHH CT)

Select Start Date/Time (i.e. Monday/0000)
Select End Date/Time (i.e. Friday/2355)
Click View

=] Schedule Report
Task Edit View Help

Person RssnunEhgmmty Request List | Medical Necessity | Benefits

Repott:
Standard Appoirtment List by Location

Location type
Ambulatorys)

Location:
CHHCT

Start date Start time:
102002019 5 w0000 |2

End date: End time:
10/25/2019 [ || 2355 |2

Pritter:

Copies
1
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Schedule Report ?

| SCHEDULING MHMANAGEMEHN
T
Standard Appointment List
CHH CT
Cnt Apt Date Time Appt Type MEN Hame
Jtate 35 Humber Home/Work Fh Ext.
1 10/23/19 13:45pm CT Abdomen 52542867 ZZTEST , DAVID
Confirmed {304) 555-8200
2 10/24/19 08:00am CT Abdomen 525428487 ZZTEST , DAVID
Confirmed {304) 555-8200
Wednesday, Jctober 23, 201%
Page: 1
Forit Save As Cloge

10. Schedule Report that you requested opens
11. Click Close

12. Select Printer (find your printer)

13. Click Print
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24 View Schedules Weekly vs Daily

Complete the following steps to view schedules:

1. Click Bookshelf tab

2. Select the Bookshelf (i.e. CHH)

3. Click OK

& Back ~ = ~ [3]

1 October 3
Tu We Th Fr Sa
29 30 1 2 3 4 5
E 7 8 9 1M 1 12
13 14 18 16 17 18 19
22 fEEl 24 25 B
o028 023 ;w1

Books | Appointment

Bookshelf

8:00 AM
8:30 AM

-1

Select Bookshelf

B--ﬂfﬁ Index Books
ﬂﬁ Back and Spine
ﬂfﬁ Ereast Health Center
=-filf Cardiac Services
=-fif§ Cardio Pulmonary Rehab
+ EE
ﬂﬁ CHH Fain Center
(i DExa
{m ECCC Diagnostic Breast Center
=-fff§ ECHO Lab
-fifli Heart Cath
m Infusion
(i 1¥F Lab
ﬂfm Laboratary
-l Marshall Teaps Valey
ﬂfﬁ taternal Opiate Medical Support
ﬂfﬁ Med Onc
ﬂﬁ MH Senior Pain and Wellness
ﬂﬁ MU Cat Scan
- ffff§ MU NM Cardiolagy

Cancel

Click on Open

N o u s

Click Open

Select the Book (i.e. Radiology)

Select the Appointment Schedule (if there is more than one) (i.e. CT)

Books | Appointment

ECCC PETICT
Urodynamics Lab

Bookshelf - CHH

Cpen

Select
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00 CT Same Day Add On MU CT Room 1 NORA Rad 1 IR |
NORA Rad

3:00 A

8:30 AM |[CT INPATIENT B...
9:00 AM

9:30 AM

10:00 AM||CT 30 minute
10:30 AM|ICT INPATIENT B

11.0n anal

1 I

>

8. Schedule Opens

5

10. Click on Non-Proportional, Single-Day or Proportional, Single-Day (view the Schedule
Daily)

9. Click on the Change View icon

Mon-proportionald, Simgle-day

’ IEI Proportional, Simgle-day

Froportions Muthple: day

11. Proportional, Single-day Schedule opens

=
s Roo CT Same Day Add On MU CT Room 1 NORA Rad 1 IR E
e R IECT 30 minute f NORA Rad
| 8:30 AM [[CT INPATIENT BLOCK MU CT Cardiac
| 9:00 AM
.| 9:30 AM
__,/10:00 AM([CT 30 minute
__[10:30 AM[[CT INPATIENT BLOCK
2 AL v
12. Non-proportional, Single-day Schedule opens
a
CT Same Day Add On MU CT Room 1 | NORA Rad 1 IR [
==(28:00 AM CT 30 minute AM  CT Overflow 8:30 AM MU CT Cardiac 8:00 AM NORA Rad

A REATEN B

>T Overflow

[10:00 AM CT 30 minute \ verflow

F10-20 AMNCT INPATIENT BI OCK:

111

13. Click on Proportional, Multiple-Day (to see weekly or multiple days)
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Mon-proportionad, Single-dey

Proportionad, Single-day
. Fropotiona, Muthple: day

14. Weekly Schedule opens

“ 2m3 Work in progress:

‘ Ootober
Su Mo Tu We Th Fi Sa
o owm 1 2 3 4 s
6 7 8 9 0 11 12
13 1@ 15 18 17 18 19
20 2 2 % %
7 o= o®m oW oW
304 5 B 7 8 3

Mon, 10/21/2019
8:00 AM |[CT 30 minute

8-30 AM [[CT INPATIENT BLOCK
9:00 AM
9:30 AM
10:00 AM[[CT 30 minute

Wed, 10/23/2019

CT INPATIENT BLOCK:

[CT INPATIEN

CT 30 minute CT 30 minute CT 30 minute

i

Thu, 10/24/2019

Fni, 10/25/2019

Schedule
Confim
Recur
Sungest

Reguest

Insert

|[cT 30 minute T, DAVID

‘CT 30 minute

CT INPATIENT BLOCK;

CT 30 minute

10:30 AM[ICT INPATIENT BLOCK:

CT INPATIENT BLOCK: CT INPATIEN

Acute Scheduling/Win32 Guide
Confidential CHH/Marshall University Document

CT INPATIENT BLOCK:

CT INPATIENT BLOCK:

175



25 Phynd

25.1 Enroll a new Provider

Complete the following steps to enroll a new provider:

1. Go to Browser and open New Tab

N

In browser address, type in Phynd.com

w

Phynd window opens

=

Log into Phynd

@ Phynd

Sign in to Phynd

Test123

© 10/24/2019 1:01:51 PM Phynd Technologies Inc. All Rights
Reserved.

[\:@ P h y n d *é}ibvtdm Y Locations -

Phynd a Dot
Phynd a Doctor '
) Provider Groups
b e o - —

5. Select Phynd A Doc
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Phynd a Doc

1255467155

6. Put NPl number in the search bar

7. Click Enter

8. If No Record is found

9. Type in a Zip Code and Change Within to 100 mi
10. Click Enter

11. Click on the providers Name at right of screen

—omr

States Joyce Ann Turner, NP
States Nurse Practitioner, Clinical Nurse
S Specialist

z SubSpecialty: Adult Health
P NPI: 1720352677
Zip

Health Plan
Health Plan

Health Plan Company

Health Plan Company

@ NotEnrolled

27.9 miles away

Primary Practice Address

\ 4

%
%D
%
%

Google Map data ©2019 Google
490

12. Phynd Network Profile window opens up

13. Click on Enroll Provider

Phynd Network Profile

Iy

JOYCE ANN TURNER, NP

Enroll Provider

NPI: 17203562677
Professional Title: NP

Sub-specialty: Adult Health, Adult Health

I Provider Details

First Name: JOYCE
Last Name: TURNER

NPI: 1720352677

Specialty: Nurse Practitioner, Clinical Nurse Specialist

Middle Name: ANN

Gender: Female

14. Confirmation window opens
15. Add any Comments
16. Click Enroll
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Comments

Confirmation

N

Please confirm that you would like to enable JOYCE TURNER into your HS.

=N =3

17. Click through each Tab under the Provider Details and Verify Information is Correct

18. If it is not, then the address can be updated, and the License can be updated.

Provider Details

Provider Details

Scope of Practice FirstName:  JOYCE Active Status:  Active
Locations/Addresses Middle Name:  ANN Primary Phone:
Health Plans/Networks Last Name: TURNER Secondary Phone:
Specialties Suffix: Mobile Phone:
Qualifications Professional Title: NP Primary Email:
Languages Gender:  Female Secondary Email:
Licenses Date Of Birth: Primary Fax:

SRl Addresses (1)
Qualifications
e Primary Practice Address Information: Active -
Licenses USPS Verified: « Primary Phone:  (404) 315—?2‘55
Documents Address Type:  Primary Practice Address Secondary Phone:
Emergency Contact Info Address Line 1: 5490 Amelia Ln Mobile Phone:
Publications Address Line 2: Primary Email:
Affiliations Address Line 3: Secondary Email:
Identifiers City:  Ellenwood Primary Fax:
Coliaborations County:  Clayton Fax Verification Date:
Sonisat State:  GA Lab Fax:
Zip:  30294-6621 Lab Fax Verification Date:

19. Update Address by Clicking on Edit
20. Locations/Address window opens
21. Make any necessary Changes

22. Click Save
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(#) Add New License
23. Click to Add any new license

24. Click Edit to edit any of the licenses showing

Licenses
@ Add New Licen
Type Number State Code Issued Date Expiration Date Status Action
DEA BL6797750 Wy 09/12/2015 03/31/2018 (#) Edit » Dd
state . West Virgini_ v T e )
< >
_—

e License information is in the Licenses section, please make sure there is an
expiration date.

e [f there is not, you will need to update that information. You may have to go to
the state website to validate this information.

| Provider Details > Provider Details [ va I
First Name:  JOYCE Active Status:  Active

Locations/Addresses Middle Name: ~ ANN Primary Phone:
Health Plans/Networks Last Name: TURNER Secondary Phone:
Suffix: Mobile Phone:
Professional Title: NP Primary Email:
Gender:  Female Secondary Email:
Date Of Birth: anan Fax:

25. After information is updated, the physician can be verified by going to the Provider
detail screen at the top.

26. Click the pencil in the right-hand corner
27. Click Save
28. Click Confirm
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Custom Fields

Affinity: Specialty: Affinity- Specialty Affinity: Tam"hwl& Affinity: Taxonomy ID
Cabell ID: Cabell ID Cerner: Specialty: Cemer. Specialty
Cerner: Taxonomy ID: Cerner: Taxonomy ID

Comments

Comments| Commenis

*Information entered in comments will be displayed in View History

]

@ Test,user v (@ Support (Kl

@ Phynd Providers+ Locations~ Health Plans~ Reports Worklists

Provider Profile

Profile last updated: 10/24/2019 by User Test

JOYCE ANN TURNER, NP m Your Cabell-Huntington

PHYND Score

Please confirm that you would like to send this  {<fitioner
View History w LELEIERE  ofile information to your system Hiealth 44%,
— ®
(| e
Improve This Score

Provider Details > Bt
Scope of Practice First Name™: | JOYCE Active Status: Active A
Locations/Addresses Middle Name: | ANN Primary Phone:
Health Plans/Networks c
LastName®: | TURNER Secondary Phone:
Specialties

29. Click Sync Profile

30. Click Confirm

31. Profiles updates have been sent
32. Click OK
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