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SCHED ROLES

SCEHD: Rescheduling an appointment: Use this to guide you through the process of rescheduling
appointments.

1. Click on the Appointment inquiry icon to locate your patient.
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2. Schedule inquiry icon will appear. Navigate to the Person tab. Select Person Schedule Inquiry —
Standard from the dropdown in the Inquiry box.
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3. Search for Patient in the person box, or click on the ellipses to open person search box. Select
the correct patient and click OK. Adjust Start Date appropriately. Click ‘Find” at the bottom on
the Schedule Inquiry box. Appointments will appear.

§ Person Schedule Inquiry - Standard
i Task Edit View Help
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ame: SCHED, TANIA

Person Resource Location Eligibilty Rec_ | »| [BEG DATE DURATION STATE  APPT TYPE REQ DOCTOR  RESOURCE
15/0ct/2024 - 5:.00 AM 45 Confired  OMC New Patient ‘andermeer, Rachel MD
Inquiry: 22/0ct/2024-9:30AM 60 Confimed ~ HOLTER 48 Hour Day 1 5C Holter Moritor 1
|Person Schedule Inquiry - Standard ~ | 23/0ct/2024- 930 AM 60 Confirmed ~ HOLTER 48 Hour Day 2 5C Holter Moritor 1
28/0ct/2024-830AM 20 Confimed PFT Spirometry 5C Pulmonary Function Clinic 1
Person: 01/Nov/2024 - 10:00 AM 45 Confirmed  OMNC Mew Patient Clayden, Robert Curtis MD
|3CHED- TANIA | 11/Nov/2024 - 8:30 AM 20 Corfimed  PFT Spirometry 5C Pulmenary Function Cliric 1
25/Nov/2024 - 830 AM 20 Corfied  PFT Spirometry SC Pulmenary Function Clinic 1
Start date: Start time: 09/Dec/2024 -830AM 20 el FE Fr e PR R TR
il S 23/Dec/2024 -8:30 AM 20 Confimed  PFT Spirometry 5C Pulmonary Function Clinic 1
06/Jan/2025- 830 AM 20 Confimed  PFT Spirometry SC Pulmonary Function Clinic: 1
End date End time
[lEE

Click on the appointment that you are trying to reschedule. The appointment will be highlighted. Right
click appointment and a dropdown will appear. Click onto Reschedule to reschedule the appointment.

BEG DATE DURATION STATE  APPT TYFE REG DOCTOR RESOURCE
15/0ct/2024 - 9:00 AM ONC Mew Patient I Confirm ||
22/0ct/2024 - 9:30 AM Cunf‘rmed HOLTER 48 Hour Day 1
23/0ct/2024 - 9:30 AM Eﬂ' Confimed ~ HOLTER 48 Hour Day 2 Contact...
28/0ct/2024 - 8:30 AM 20 Corfimed PFT Spirometry Modify...
01/Mow 2024 - 10:00 AM 45 Corfined  OMNC Mew Patient Reschedule
11/MNows/2024 - 830 AM - 20 Corfimed  PFT Spirometry
25/Nov/2024 - 830 AM 20 Corfimed  PFT Spirometry Hold..
09/Dec/2024 - 830 AM 20 Confimed  PFT Spirometry Cancel...
23/Dec/2024-3:30 AM 20 Confirmed  PFT Spirometry Mo Show...
06/Jan/2025 - 8:30 AM 20 Corfimed  PFT Spirometry

Check In...
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An Existing Encounter window will appear in the Scheduling Appointment book. Click Yes to retain

encounter.

g Encounter pod

. The ONC New Patient is cumently associated to an active encourter. Waould
_.I_i you like to retain this association?

Show comments dialog only when required.

Mo Yes Guidelines...

In the Appointments tab, the appointment details will fill in the accept format from the original
appointment and in the Work in Progress box. Scheduling appointment using one of the scheduling
methods (Suggest, Schedule, Drag and Drop). In this example we will use the drag and drop method.

Books  Appointment

Appointment type:

*Appointment location:
SC ONSYS

Person name:

Resource was dragged and dropped into the slot we are trying to schedule into. Books will close in the
Work in Progress window.

Work in progress:

=-#% SCHED, TANIA Schedule
522 ONC Mew Patient :
Reschedule —
E| Current Schedule Recur
-} 5C ONSYS
<S; Resource Suggest
L. Patient
Request
Insert
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Click Confirm button to confirm appointment. Confirm window will pop up. Press OK located at the
bottom right of the confirm window.

Mon. 21/0ct/2024 Tue, 22/0ct /2024 I Wed, 23/0ct/2024 I Thu, 24/0ct/2024
Follow Up Ichemo Ichemo
|Lunch |Lunch
SCHED, TANIA : Chemo Chemo
]

Follow Up

Follow Up
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Confirm ? x
MRN: 11000764 DOB: 01/Aug/1935
Name: SCHED, TANIA
Age: 29 Years Sex: Female
=% Eﬁ iﬁaﬂ H Summary General ResourceView Guidelines MNotification Conversation Summaries  ltineraries  Locks  Eligibility Booking Notes
=) @ ONC New Patient
=) SC onsvs SCHED, TANIA Med Rec Nbr: 11000764
-[#] Bisson, Jenni Allergies:
--[¥] SCHED, TANI Allergies
21/0ct/2024 - 1:00 PM 45 Minutes OMNC New Patient SC ONSYS Bisson, Jennifer Noele Pauline MD
Options Prirt... Print ABN...
< >

A reschedule window will appear. Click the dropdown to search for a Reschedule reason. Choose the
most appropriate reschedule reason. Press OK when a reason has been chosen. Appointment will be
rescheduled.

Reschedule ? *x
*Reason
Abnomal Blood Work -

Administrative Emor

Pnesthesia Unavaiable

Appointment Modfied

Consent Mot Cbtained

Early Check In

Emengency Case Moved To Elective List
Equipment/Room Downtime/ Unavailable
Excessive Watt Time

Higher Priority Patient

Hospital Staff/Bed Shortage

Leave of Absence

No Show

Order Modffication

Other

Patient Medical Status Changed

Patient Mot Cleared for Sungeny 1
Patient Not NPO

Patient Prep Mot Complete

Patient Request

Previous Case Ran Over Booked Time

Provider/5taff Request

Provider/5taff Unavailable

Radiclogist Request

Results Not Available

Schedule Change

Time Change

Transportation/Mo Ride

Weather

Wrong Patient v
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