SCHEDULING: HOW TO

MONARCH ADD A SLOT

HOSPITAL INFORMATION SYSTEM (HIS)

SCHED ROLES

SCHED: How to Add A Slot: Locate the schedule that you are trying to add a slot to. Schedules can be
located using the bookshelf on the Books Tab.

1. Click onto the “Bookshelf” header.
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2. “Select Bookshelf” window will appear. Located the Bookshelf you are trying to open. Click on
the book and press “OK.”
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3. Oncology Bookshelves will be displayed in Scheduling Appointment Book. “Double-click” on the
book you are trying to open. (There may be other books within one book, select the book you are
trying to open.)
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4. Schedule for the book that you have selected will appear in the bottom half of the Scheduling
Appointment Book, in the grid. Make sure the correct date is selected in the calendar that you
are trying to add a slot for. Right-click on the grid and a menu will appear. Navigate to Slots, and
click onto Add Slots...
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Add Slots window will appear. Add the “Day Begin” and “End date” (this will be the slot start
and end time). Edit the time interval if appropriate. Once a day begin and end time has been
entered, the schedule on the right of this window will update to the times that you have

entered.
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[] Display slot properties when adding a new slot

Slat groups and types:

- ., Slot Groups
+-¥= All Slot Types

Click on the plus box next to All Slot Types to view all slot types that are available. Search for the slot
type you are trying to add. Once slot type is found, “drag and drop it into the schedule on the right.”
“Right-click” on the “slot,” and select “Slot Properties.”

Slot Properties window will appear. Adjust the slot duration to match the duration that you
entered in the day begin and end time. (In this example, or day begin was 1600, and day end
was 1700 so the duration for the slot should be 1 hour — you can put 1 hour or 60 minutes as the
duration). Press OK when the duration has been updates and Slot Properties box will disappear.

Add Slots - Bisson, Jennifer Noele Pauline MD ? x
Day begin Day end: Schedule:
[1600 |=] [1700 =

4:00 PM
4:15 PM

Time interval:
[ ]

Cut Slot

[ Display slot properties when adding a new slot Copy Slot
E Slot groups and types: Paste Slot
m Mancy - Exercise Group A Delete Slot

Meph tube exchange ER Refemral
Neuro Patients
Neurology Research Slot Release Times
: :Z: E:::ﬁ: (Melanoma) Partial Time Block Release
= Mew Patients Breast
= New Patients Telemedicine
i s NF New Patients

Slot Properties

) Hotel Dieu 3

HEALTH AND REHABILITATION CENTRE

niagarahealth /i \ Shaver



7. The schedule duration should match the duration that was entered in Slot Properties. Press
“OK” to close out of the Add Slot window, and Slot will be added on the Scheduling in the

Scheduling Appointment Book.
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[] Display slot properties when adding a new slot

Slot groups and types:
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