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Using the Scheduler [By Entry]

Adding Appointments to the Schedule

This option will be utilized to add new appointments onto the schedule. Only one-time
appointments may be added, not recurring events. Dependent on your facility’s setups, you
may be able to schedule care conferences, beauty shop appointments, out of facility consult

appointments, etc.
1. Click onto the button utilized to access the Schedule topic. This may be titled

“Schedule” or “Schedule Appointments” or “Add to Schedule.”

2. Once in this screen, work from left to right clicking onto each relevant item
(appointment type, start time, duration, date, additional comments). Only the free
typed comments entered behind the COMMENTS word will display on the scheduler,
so be sure only to free type information behind this word.

3. Click Save or Sign to add this onto the schedule.

Name(s) | 4 O adams, Suzanne © = b Topic(s) | 4 Schedule / Appointments (Entry) / All = b

Appointments Required Required (Optional)

[ APPOINTMENT: : 1] 7 ||I EEIEGE | A Check Schedule
rhopedic Specialst| 1 15 minutes

Podiatrist family

Sign

Clear

Dialysis Center Psychiatrist

Mare...

[ EENT specialist Surgeon 12:30 pm
[Guardianship hearing Urologist 9:00 am 1:00 pm 2 hours
[ Gynecologist OTHER: 9:30 am 1:30pm | 25hours |
[ Neurologist LOA 10:00 am 2:00pm | 3hours
Ophthalmologist [ 10:30am 2:30pm | 3.5hours
[ 11:00 am 3:00 pm 4 hours ]
10:30 am 3:30 pm

<

APPOINTMENT: Dentist

START TIME: 8:30 am

DURATION: 30 minutes

DATE: 05/13/2021
COMMENTS: transported by family

View Appointments on the Schedule

There are two ways to view appointments entered in the above topic.
e Viathe Scheduler
e Via a General Report

Follow the steps below to view the appointments via the scheduler:
1. Click onto the button utilized to view the Schedule topic. This may be titled “Schedule”

or "View Scheduled Appointments” or “View Schedule.”
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2. The screen will load, defaulted to today’s date. All items scheduled for today will

<8 & control | Tasks Write | View Word View Topic| Reports Next Opening| Refresh Bxit
Topic ||Schedule / Out OF Facity / Al f st Day  week Month| vear | | <TI|Now T Monday - May 10,2021
Provider |EQut Of Fadility Appts, (5ch v with Client | Adams, Suzanne [4 | Show All Check In Done
Time / Out Of Faciity Appts, (Schedule)
Viork Hours (set length) /
06:00
g |Fekees David H Dilyss Genter (60 mins) / [Adams, Suzanne C Dialysis Center (60 mins)
[Ford, Freda 5 Dialysis Center
08:00 == /
[Ben, Jerry N Dentist
09:00 /

List = Day Week Month| Year <3 Now = Monday - May 10, 2021

3. Utilize the Day/Week/Month/Year buttons to switch the view of the appointments
being displayed. Or click the arrows to the left or right of Now to move one day at a
time.

4. Click Now to be brought back to today’s date.

5. Click Exit to return to the prior screen.

Follow the steps below to view the appointments via a general report:
1. Click onto the button utilized to view the Schedule

topic. This may be titled "View Appointments Report” elect Dates X
or "View Schedule.” Start Date I | ... E:E:I”'I?:day
2. You will be presented with a Select Dates screen. End Date .| Ocurrent Month
3. Enterin a Start/End Date or select a Period. StartTme [ |[.| OlastMonth
4. Click OKto run the report. EndTme [ | . ok
5. All scheduled entries during the selected time frame -

will display.

Removing Appointments from the Schedule

1. Click onto the button utilized to access the Schedule topic. This may be titled
"Schedule” or "Schedule Appointments” or “Add to Schedule.”

2. Once in this screen, look in the defined review portion of the screen and find the
appointment which needs to be removed.

3. Highlight the appointment to remove and click onto Edit > Discontinue. If needing to
remove several entries at one time, highlight them all and select Edit > Discontinue All.

4. Click Exit to return to the prior screen.
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Name(s) | 4 O adams, Suzanne C = b Topic(s) |4 Schedule / Appointments (Entry) / All = b
N o o .
Bt Appointments Required
Save APPOINTMENT: : - DURATION: |
Sign Audiologist Orthopedic Specialist
s Podiatrist
More... Dialysis Center Psychiatrist ]
[ EENT specialist Surgeon 8:30 am 12:30 pm 1.5 hours ]
[Guardianship hearing Urologist 9:00 am 1:00 pm 2 hours ]
[ Gynecologist OTHER: 9:30 am 1:30pm 2.5 hours ]
[ Neurologlst. § LOA Append
[ Ophthalmologist ] Pl
[ Optometrist ] New
Copy
Add Extension
Copy One to Other Client(s)
Copy All to Other Client(s)
Discontinue and Append
Discontinue All and Append All
<
Discontinue and Mew
Discontinue and Copy
Discontinue
Discontinue All
Discontinue Multiple Client Entries
Archive Selected
Skip
Exit Mamels) | v | Topic Tasks | DateFrom | DateTo | Conkrol Go Create Fax Form
aum&mc 03/26/1923 98 Yrs F Site 1 West 118-2
a 05/10/2021 16:39:21 HDC APPOINTMENT: Dentist
START TIME: 8:00 am
DURATION: 15 minutes
DATE: 05/10/2021
COMMENTS: transported by family
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