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Outpatient Bookings: NST, IOL’s, Rhogam, Anesthetic Cons, ECV, Prenatal Care Consults 

****Once Appointment booked and IF prescriber needs to input orders please inform prescriber of 

FIN to facilitate powerplan entry 

• Provider office calls to schedule an appointment 

• Select the Scheduling Appointment Book in the grey toolbar 

 

• Enter in the appointment type in the applicable field by typing in the appointment type or type 

WB and press enter to view the appointment types to choose from 

o Appointment types for Women and Babies: 

 

                               

 

 

 

 

 

 

• Select appointment type then press OK 

• Outpatient Location automatically populates depending on what appointment type chosen 

• Complete all required fields 

o For Person name field– select the   icon to search the patient or to add them if they 

do not exist in the system 
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• If they exist, ensure they are selected in the top box, then press OK 

 

• Once all fields are completed, click Move 

 

• Appointment moves to the Work In Progress box 
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• The appointment book displays open time slots. Utilize the calendar to view appointments 

available and to select the correct date for the appointment you are booking 

 

• To schedule the appointment, you can either drag and drop, schedule or suggest  

• Drag and drop the appointment to a particular time slot by clicking and dragging the resource 

from the Work In Progress box to a time slot 
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• Alternatively, you can select Schedule beside the Work In Progress box and fill in the 

appointment fields, then press OK (Ensure correct date is selected on the calendar beforehand) 

 

• Also, you can select Suggest beside the Work In Progress box. The Suggest feature will 

automatically find the first available appointment without searching the grid 

o Once the suggest criteria is filled in, select Suggest 

o If any appointments are available as per the criteria, double click on it then press OK 
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• All of these methods will place a grey pending appointment in the selected time slot  

 

• To confirm the booking, you can select Confirm beside the Work In Progress box or right-click on 

the booking and select Confirm Request 

 

• A Confirm window opens to review the appointment details. Click OK 
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• Select Add Enc to complete a Pre-Registration encounter  

 

 

 

  

 


