Suite (OMed

Beyond EMR
Onjectives & Goals - Schedule Setup

Objective:
e To setup provider schedules and availability
e To setup room schedules and availability
e To setup and assign available procedures
e To customize the schedule parameters

HotKeys

Tab — will allow to you to toggle between entry fields
Shift + Tab — allows you to toggle backwards between entry fields
Alt + _ Underlined letter will do the same action as if you used your mouse to click on that button/menu)

Setting Up Schedules
Click on Setup>>Scheduler to view the various options

From the various windows you will establish
e  Which Providers are to be scheduled

Name display sequence

Provider availability

Rooms and schedule

Procedure or reason for visit

Scheduler templates

Colors / Holidays

NOTES:
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To Be Scheduled Doctors
Setup>>Scheduler>>To be Scheduled/Billed doctors

Choose the Providers To Be Scheduled -- Use the arrows to move each provider into the correct column.
The check box means the provider is to be billed only.
Note - to create doctors in the system see the guide to Setting up an Office.

[[MTo Be Scheduled,Billed

— Doctor[s)/Employee(s] not to be Scheduled/Billed: - — To be Scheduled/Billed Doctorfs)/E mployee(s):
Alvarada, CHARLES B10-555-6141 [ ]
Jacober, CHARLES 510-565-4233 Alvarado, ROMALD B10-555-6141 -
Feeven, JESSY 510-555-2650 Carlzon, JESSY -
tarshi, J&y 5105855171 Kermit, Frog 830-555-45E7 -
biller, ROMALD 510-555-0359 Forte, MARILYN B10-5R5-7857 v
MHurse, Jay .- |
Parker, MARILTH 510-585-2673
> |
Sutton, JESSY 510-555-3952
< |
Weidner, KRIS 510-555-8028
£ |

Zindane, John

NOTES:
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To Schedule the Doctor Availability

Click Setup>>Scheduler>>Doctors Availability
For each provider, enter the day of the week, a type (T for template or M for custom time range) and an
office.

Select Doctor to
set Availability

Click here RIER

I Doc| & Availability
] ; —— to enter
Doctdf [ Interval ||| /& (Availability | 1 2 Hjojidays : [ Show Al
: Holidays
D==m Rt 15 Start Date | To ||| nlewal” Office ”ﬁ‘
[t Chasles 30 —

D2/15/2008 1] [wednesday [+ O || 4.0002] [PM[w| | 15i2][al
[ [Mw]| [11.000] [AM[~| | 20002 [PM[~|| 150204
M| 8.0072] [AM[+ || 500080 [PM[w|| 15047 00007
 8.000)] &M+ || 50008 [PM[s || 1572] 00001
5.0008] [PM[w|[ 1572 000t
|[FM [+ || 150g]| 00001

Swe=t Ransld 15
T=t. Cheles 15

(% Monday
) Tuesday

b
v
I Thursday — [se | (M|
v
o

N

& | Friday
|| Saturday

Select Start Date
and Day for the
availability.

Select M for
Manual and T
for Template.

Select Office from
the list to set
availability of the
doctor.

Click here to set
Maximum
Procedure.

Ma = Mat Avalable M = Manual T = Template

@’To be 5cheduled [@ Haxlf:'mcedure @ Add ]@Delele ”H Save ][@ Close J

Click here to
open To Be
Scheduled

screen.
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This provider has the same schedule on Monday and Thursday, so we only have to create one template
for the two days. On Tuesday, this provider spends the morning in one office with 30 minute
appointments and the afternoon in another office with 15 minute appointments. On Wednesday, the
provider has a completely different schedule with 60 minute appointments and some time slots reserved
for new patient visits and lunch blocked off.

| Start Date || Day ||T_1,lpe|| From || To ||Intewal|| Office |
1. 09/01/2007 /4] Monday || T[s| Monand Thurs [» | (= 00007 [+| [
2. [09/01/2007 (4] [Tuesday  [w|[M[w]| 5.00(2] AM[v| 50002 PM[v| 3072 9939 (v O
3. [09/01/2007 (4 [Tuesday  [w| M|+ ]| B.00(2] AM[s| 11.3008] AM[+| 1502 00001 (v O
4. 09/01/2007 (4] Wednesday |v| T|+| ‘Wednesday [% | (2 9939 [+| [
5. |09/01/2007 (4] Thursday || T|s| Monand Thurs |+ | (= 00007 [+| [

Here is a portion of the providers schedule for the week:

12417 [Mon) 12218 [Tue) 12419 (wed)
09:00 & - 0915 4 08:00 & - 08:15 4 02:304 - 0930 & | Office 55> Mew Patiel
0915 & - 09:30 & 08:15 & - 08:30 4 09:304 -10:30 & | Office 55> Mew Patiel
09:30 & - 09:45 & 08:30 & - 05:45 4 10:30 4 - 11:30 4 i
09:45 4 - 10:00 & 05:45 4 - 03:00 & n:ana-12z0fr |
1000 4 - 10:15 4 0300 4 - 0915 4 12:30P - 01:30 P i
1015 4 - 10:30 & 0915 4 - 09:30 & 01:30P - 0230 P

In the Doctor’s Availability screen, click on the [£ Max Procedure (Max Procedure) button to set the
maximum number of a certain Procedure that can be scheduled for a single day. Select the procedure
name from the list and the select the maximum number for the procedure.

NOTES:
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To Create/Edit Schedule Templates
Click the = d button to create new templates. varabiily Tor r Trog | empate
Define time range and slot lengths (interval). For each template, P|DB[ N | Procedures
define which slots are available for double booking (DB) or not 08.004- 08158 15 |B) W [
available at all (N) 08154 - 08:30 A 15 @ |7 I—

) . . . . 08:304-08:454 15 | v [
Click under the P to define which procedures are available for this

time slot.

You can hold down “Ctrl” or “Shift” to highlight multiple time slots. You can then change the time intervals,
allow or disallow double booking, assign procedures, assign procedure groups, and make unavailable the
selected time slots.

To set the sequence of the doctor list

Click Setup>>Schedule>>My Doctor Sequence.

My Doctor Sequence Enter the sequence number for the doctor to be shown (1,
2, 3, etc.) This is the order doctors will show in drop down
[Doctor |[Seq. Ho.] . . .

lists. Doctors without an order or with the same order are

. Korte, MARILYN )
alphabetized.

. Carlzon, JESSY

. K.ermit, Frog

. Alvarado, CHARLES
. Alvarado, ROMALD
. Zindane, John

[=p B B R LI S

wﬂﬁﬁﬁu

NOTES:
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Room Schedule
Setup>>Schedule>>Room

Similarly, we can setup Rooms, by creating rooms, selecting which rooms are to be scheduled and
defining Room Availability all under Setup, Schedule.

Some organizations create rooms to place patients in during Check In process, but do not create
schedules for the rooms.

R— [ Select Office from the
Office: D000 - Office 55 ﬁ llS(

D escription™ TRETY A [P
1. e 7 -
2. Procedure Room 3 ?
3. Room 1 = Br
4. Room 2 = Br
5. Room 3 = £

Check it to see
the room in
Check In.

Enter the name of
the room.

Click here to
select doctor
for the room.

Click on Add to

add new room.
* = For Al Offices A= Active C=Show i B Select Doctor

Add ][@ Delete ]E Save ][a Close

Note: if we do not define Room or Doctor Availability, by default the schedule shows them as not
available, but they can still be scheduled.

NOTES:
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Set the Sequence of the Rooms

You can also set the sequence of the room under Setup>> Schedule>>My Room List. Just enter the
sequence number next to each room listed.

Schedule Room Availability

To make a room available or not for scheduling you will need to go to Setup>>Scheduler>>Room
Availability.

5} Room's Availability L2
Fisem |Inl=ru’d A [A]vailabihity D S A

£}

Frozedurs Foom
Aoom 1

Aoom 1

Hoem 2
Aoom 3

| 5 tart D abe: " Diay "'I',pe" From ” To "rﬂ:wal” Difice "HAl
1. [02/03/2008 (5| | Thursddsy [ | M[ae L = T A R =l AT e |

il .

oo oo

Select Start Date and
Day for the
availabilitv.

|
Select room to
set availability.

Select M for
Manuval and T

for Template.

Check this box
to make it “Nol

_"'-.\

Click here to open : Available™
“To Be Select office from the during the
Scheduled™ list to set availability schedule.

SCreen. of the doctor.

-~ M = Mot Avalable W= Mawd T = Tomplas

E TGIE:TM F Al ]ﬁ] Dralete ”ﬂ Save ].!3 Close i

NOTES:
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Set Procedures Available for Scheduling
Setup>>Scheduler>>Procedure

Here you will choose the schedule description, the color it will show on the schedule, the duration time of
the procedure, if authorization is required for the procedure, and the visit note default for the procedure.

i:'és Procedure @E
Office; {OO0T - Office 55 [v] Click h ; :
— _ lick here to se
" 'E;Z‘:L',';“"" | H D u'?g”;' Auth ('ll'i?_' ation
2. [Detail Chockup B =50 Requirement.
3. [Dgp-Risians 30| [ O
4 0( Settime duration. B YO BRE& ]
L — B s=F0 e Click here to
6. Echocadiogram B s=EO g E% set/ schedule
7. Employer Physical . 308 O BrE column for the
8. Folow-Up . 15 " @@\E pl'OCBdure,
3 Click on Color to B _seMD Brady
19 M set color for the Vel O Pra iy
1L 4 I gl [ BrE ¢
| procedure. O & 0 Braé Click here to set
13. Pap fmearTemr . 300 ("] @’ [E8 Visit Note default
14 [phyiscal El =00 BfE & value for the
Click here to add | M [ BFE&x procedure,
new procedure. B sM0 FE
P se O BrE&s
chive 0. Req. ch. Caolurmnz efal
AS= Diefault for ATEF o TR e 2R
Add ”@ Delete HE Save ”@ Close ]

NOTES:
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Customize the color of the schedule template

Setup>>Scheduler>>Color Configuration
The text in the scheduler will allow you to see what the status of the appointment is, while the background
will show the Procedure the patient is coming in for.

Office: | 00001 - Arizona Office

»> Check In
Check Out
In Room
Confirrned
Unconfirmed
Block Slot [Backcolar)
Missed
Pt. Canceled
MD Canceled
Mot Available (Backcolar)

EEEN N .

Copy ko All Click on color box to change
[Ef] Color ] I\/ Ok ][X Cancel ]

NOTES:
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Setup>>Scheduler>>Parameters

NOTES:

[ Schedule Parameter

Dffice: |EOJU1 - Anizona Office v

| Description || Walue |
Office start time 11:59 AM
Difice end time | DE:00FPM
Appointment Interval (Minutes) [ 154
Refresh Time (Minutes) _ &
Default View Daily v |
Week view start from Eurl.e-r'l Daj,.l v
Month view start from W
Calendar View Sun-Sat ¥
Appointment W aiting _“r'es v
Set background color for Procedure v
Check room for appointment [Yes v |
Check maximum procedures per day Mo v |
and authorization T T
Default Confirm Status Yes v
Show canceled appointment [Yes v
Check patient future appointment l*(es Ml
Ask reason when move appointment e v |

Any change to parameter will take effect. when the
scheduler will open next time.
Copy to All v~ ok |[X cancel |
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To Set User & System Parameters

Setup>>User Parameters>>Schedule>>Check In & CheckOut

Setup>>System Parameters>>Schedule>>Check In & CheckOut

The parameters give you a description at the bottom of the page as you click on each one.

System Parameters are shown below

FParameter | Yalue

» ¥R appointment reminder Mo -
Show doctorz, who are assigned to room m
Show patient DOB in appointment list m
il;u;ll:?npatlent appointment with other detail and m
Print patient balance in daily view print m
Iz case required? Mo -
Appointment Card IF
Open multiple schedule screen Yes =
Show patient Zip in appointment list Mo -
Allow to create visit note from scheduler Mo -

NOTES:
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User Parameters are shown below:
Parameter | Yalue

¥ Allow double book appointment es -
Allow to change wizit status from check infout ez -
D ays of appointment to spnch with Dutlook |E
Default Status All -
Dutlook reminder for appointment Ves -
Set Default Doctor in Check Inf0ut All
Set Default Doctor in Scheduler I—
Show appointment list ez -
Show default doctor from User parameter Mo -
Show HOT checked in patient only in appointment list Mo -

By clicking the Copy To User icon when in user parameters, the parameters can also bet set for other
users.

Searching for a Parameter

You can search for a specific parameter by entering a word in the search box and then clicking on the
filter button.

r il -
ol The user enters
Loanaict a keyword to e Click on the Filter
» Lab arder letter search. button to search
Lab D'ocumcnts Hiz 2\ IM S _Rilank\lab_docments
A : e parame fer on
Elaul | e
: ; = specified keyword.
Diefault billable docton | w %
Print Barcode on HLY Lab Spec Ter  w
Print Label Patient  we

NOTES:




