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STEPS TO SCHEDULE AN APPOINTMENT

There are four steps that must be completed to schedule an appointment.
1. Select the correct patient and correct clinic information.
2. Schedule the appointment using one of the three methods:

a. Suggest: The system suggests based on the set date and time parameters, providing options
without searching through the scheduling grid.

b. Drag & Drop: The drag and drop functionality is a quick and simple method for scheduling
single appointments.

c. Schedule: The Schedule button allows the user to view and change the default selections
such as duration and slot if needed.
3. Confirm the appointment.

4. Add or attach an encounter to the appointment.
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SCHEDULING AN APPOINMENT USING SUGGEST

1. Open the Scheduling Appointment ‘ 1 ’ B Scheduling: Scheduling Appointment Book

Book.
@ Books Appointmenk

2. Click the “Appointment” tab. Hepirart i

PAppoirtment type:

Note: Mandatory fields are marked with a red
asterisk and highlighted in yellow. These fields Frmpane

must be completed to move to the next step of
scheduling an appointment.

3. Click the ellipses (...) to open the drop-

Move }

Next

Cear

down list of available Appointment ey ”R" '
Locations. Select your choice and click | ; ;@ ¢z — | Slick
N BB MK BT e s E|||p5e
IIOK." ® A N AN ;:;gl;"
Dhoren e
i =
‘_'_HM}AM fEHFC- ,
=|1200 PM Preas F1 for Hebo oK Cancel
Click OK
. . Name: . o
4. Nextclick on the ellipses at &
Books  Appointment
the end of the . T —— o 0
3 : Su Mo Tu We Th Fi Sa ‘SCGMRN: =
Appointment TyPes f|e!d to R TR —
make your selection. Click R = Click
3 App Type Help X
«“ » o i
OK. Select Appointment Type e Ellipse
= GIMRAC Consult
=
. Click OK
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5. Click the ellipsis in the Person

Name field.

6. Enter either the “Patient
Name” or “Health Card
Number.” Click “Search.”

7. With the Patient Name
selected in the top pane
Click “OK.”

Note: Do not select an encounter.
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*Appainiment locaiion

Books  Agpointment

SC GMAAC

‘pporiment fype:

GIMRAC Consut:

*Person name:
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Click Ellipse

A, Person Search x
Health Card Number. Ne persons found
fon |
Fatient Last Name:
Teat patien
Paient First Name
MRN
Bith Date (OD-MMM-YYYY)
g 50
Encounter No encounters found,
Phone Number
Decoased?
Search Reaet
Click Search RS
oK Cancel Preview AddPersen | | Add Encaunter Modity
@, Person Search x
Health Card Number. Deceased?  Patient Name Privacy  Health Card Number Ve MRN Sex
| TEST PATIENT, CUPCAKE PINK [ [iz3ass5855 | | 11001746 | Female
ot Lot No. TEST PATIENT, HOWARD W 5555-555-555 11001836 Male
e 5 TEST PATIENT, ICONE 2222-222-224 11000791 | Female
[Test patient IATIENT. IPACFIVE 11000850 Male
P : ATIENT, IPACFOUR 11000849 | Female
[ Select patlent IATIENT, IPACONE 2022-222-222 11000845 Male
ATIENT, IPACSEVEN 4444-333-333 11000852 Male
(RIS TEST PATIENT. IPAGSIX 8888-666-666 11000851  Female
/1 TEST PATIENT. IPACTHREE 11000847  Male
[ — TEST PATIENT, IPACTHREE 5555-444-444. 11000848  Female
= No TEST PATIENT, IPACTWO 11000846 | Female
L b TEST PATIENT, JOE 2222-333-344. 11000783 Male
Sex: No TEST PATIENT, LEADER AWAY DAY 2023-202-420 11000761 Female
[ i1 £ e T >
Eczer=r MRN Faciity Encounter  PatientType  Reg Date (DD-MMM-YYYY)  Expecied Date of Amival  Medical Seni
11001746 | SCS | 22002044 | PreReg 2024-Jun-25 08:50 Ambulatory
Phone Number- 11001746 SCS 22002300  PreReg 2024-Jun-06 02:00 Ambulatory
11001746 SCS | 22-002067 Outpatient  2024-Jun-2108:38 2024-Jun-03 08:30 Ambulatory
11001746  SCS 22002134 Outpatient  2024-Jun-07 1300 2024-May-3108:00 Ambulatory
Decessed? 11001746 ws 22.002144  Emergency | 2024-Msy-28 1152 Emergency
Search Reset
< >
Preview Add Person Add Encounter Modify

8. The Patient
Name will now appear in
the Person Name field.
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*Person name:

oK R Cancel

Click OK

‘TF_ST PATIENT, CUPCAKE PINK
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9. Enterinthe “Reason for -~ esniotan A
. Chest ' Click Move
Exam” and any “Scheduling " =
. cheauling Lomments: ‘ Qear
comments” and click “Move.” [fowwnimese = =

10. The appointment TRy
information has now been
moved to the Work in o —>"="|Click Suggest
progress area. Click .
“Suggest.”
@ Suggested Schedules
. . . . Patient PAppoirtment Location Appoirtment Type  Prim
11. Fl" out the |nf0rmat|0n as requlred under = <% TESTPATIENT. CUPCAKE PINK  SC GMRAC GIMRAC Consut
the “Suggest Criteria” tab. Click “Suggest.”
Select == suggest Criteria _Preferences
Su ggESt g ::::",:;5 * [10ruze24 BRI ]
Criteria O scheduie n Tz [pays ] rrom: [ 0az0e ol
Ta b () Date restrictions Next 2 Days w
Appointmert Time
(® Time range: 0000 % ‘2355 ‘%
O Time restrictions AM Only -
Schedule as vist within G 2] [hou
Ovenide suggested dete and time
Schedle mtle persons to mixed Group Sessins
o
ot || Wetvsr || cer || s | Click Suggest
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|- f . -” TR B suggested Schwdules O
12. Alist of suggestions wi
- T
® @ TEST PATENT, CUPCAKE PINK SCGMRAC GINRAC Conmlt Wedneaday, WWALZ04-210PM 30 Meuten
populate.
[y H ”
Double click” on your
choice Of appointment Suggest rters Preferences PaOs  PaDae/Tme P o D/ Tme [T —)
* foporinert Date * J0Mndes Wednesdsy, 10/A/202 - 1110AM TEST PATIENT, CUPCAKE PINK  Wednesdey. 1004/202¢ - 11 1AM GIMRAC Conmd  SC.GNRAC
) S |+ WA e TR SrEAST W AR b Mok Ko
CI k IIOK 14 © Dse e [ - |® * JMender Wehesdey. 10/AK204 - 1250PM  TEST PATIENT. CUPCAKE PINK  Wednesday. Y0/JU/2024 - 1250 PH GIVFAC Cormal  5C GMRAC
IC . Oscheaten %) oo o (OB s = MMntes Wedneadsy, 10/A4/2026- 100PM  TESTPATIENT CUPCAKE PINK  Wednesday, H/A/202¢ - 10PM  GMRAC Conait  SCGMRAC
L e od ¥ # J0Metes Wednesday, 10/00/2024-110PM  TEST PATIENT, CUPCAKE PINK - Wednaday, MAA/2024- 110PM  GIMAAC Conmat  5C GMAAC

* NMdes Wedvesdey, 10404/2024-120PM  TEST PATIENT. CUPCAKE PINK  Wednesday, 100ki/202¢ - 120 P GIMRAC Canmd - SC GMAAC
4 0Metes Wodresday, 1AL - 19PM  TESTPATIENT, CUPCAKE PINK Wodesdy, /L2036 10PN GHAAC Conadt SCGMAAC

Double CI|Ck Excestorn + Mbindes Wedwesdsy, 1VAU20 - 180PM  TEST PATIENT, CUPCAKEPINK  Wodnesday, 104202 - 14OPM  GNRACConmA SCGMAAC
s 30 Mntes Wednesday, 10/404/2028 - 150PM  TEST PATIENT CUPCAKE PINK  Wednesday, 30042004 - 150PM  GIMAAC Conat  SCGMRAC
. 30 Mintes  Wedhesday. 10/44/2024 - 200 PM_ TEST PATIENT. CUPCAKE PINK Wednesday. 10/0/2024 - 200 PM _ GIMRAC Conmdl  SC GMRAC
H v
on desired .

] 4 0Mintes Wedesdey, 10AU/2026-230PM  TESTPATIENT.CURCAKE PNK. Wenesdy, 0hA2024-230PM  GMRAC Conat SC GHRAC
S+ M0Meuten Wodveaday, I/AUZUS- 240 M TESTPATIENT CUPCAKE PNK. Wadwaday, XUM/224 - 240PH  GRAC Connt - SC GHAAC
* WMeutes Tndy. VA4- 111040 TESTPATIENT.CLPCAKE PNK. Ty, 11AM/ZI21- 1110AM  GURAC Coomt  SCGMRC
5+ MMtes Tunde, 1VAV24 1283PM  TESTPATIENT CUPCAKE PNK. Thusdy, 11AM/ZS04- 1240PM  GIRAC Conat SC.GUAC
4 WMndes Tunde, /04204 1250PH  TESTPATIENT.CUPCAKE PAK Trudy. 1VAW/ZIRN- 1250PM  GURAC ot SC GMRAC
5 MMeutes Ty, 1144204 190PM  TESTPATINT CUPCAKEPNK. Trusdsy, 1142006 100PM  GMRACConat  SCGHRAC
= NWeudes Tunde. 1VA4-110PM  TESTPATINT.CUPCAKE PRK Thaday. TVAKZIR4-1 10PN GWAAC Cormd 5C GUAAC
 MWrates Tunde, 1VAL204-120PM  TESTPATIENT CUPCAKE PAK Trudey, 11AA/2024-120PH  GIMRACConadt  SCGHRAC
4 NWeades Tande, 1VAVQU-130PM  TESTPATIENT.CLPCAKE PAK Truadey, TIAKZUN.- 10PN GMRACConnd SCGHAAC

appointment

wW
Click OK

13. It will then be added to the WALV | Thu. 11/Jul/2024

appointment book tentatively.

14

14. Click “Confirm” to add an :
encounter to the selected
appointment. Corfim

YA\

Note: If the Confirm button is unavailable, Becur
there is an issue with the booking.
This could be due to selecting an Suggest
unavailable time, date, or resource.

Insert
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®

15. The Confirm window opens.
Click “OK.”

Note: Clicking Print in the confirm
window will print the appointment
information for the patient.

8

MEN: 11001745 +ome Frore
IName: TEST PATIENT, CUPCAKE PINK
[008: 0171an/2000 Age: 24 Years Sex Female

Summary Gesersl ResourceView Gudeines MNotficstion ComversstionSummanes Mineanes Locks Eigibdty Booking Noter

TEST PATIENT. CUPCAKE PINK Med Rec Nbr: 11001746
10002024 -2 10PM 30 Minctes  GIMIRAC Consul SCGMRAC  SC GMRAC

®

16. The Encounter Selection
Window opens. Click “Add Enc.”

17. The Available
Conversations window displays.
Using the drop down Select the

most appropriate conversation.
Select “Ok.”

18. The Pre-Registration (1 8)

conversation opens. Click the
Encounter Information tab and
complete the required fields as
appropriate. Click “OK.”

Note: All required fields will need to be
completed before the system will allow
you to submit the conversation.

niagarahealth

@

Encounter Selection

oK Cancel

Click OK

4 x

Encounter Number Enc Type  Disch Date  Admit Type

[Z2002067 —— Oupsi || Becive |5

22002134 Outpatient Blective E:

Murse Unit  Encourter Prsnl  Provider Name

Aicnding Physicion

Reg Date

2024-939aM | |

SCGMRAC  Attending Physician  Tam, Benjamin Ho-Lai, FRCPC  074Jun/2024 - 1:00 PM

Arive [ A

224002144 Emergency Urgent/Emergent WS WS ECHO  Attending Physician  Smith, Aaron 28/May/2024 - 11:52 AM
22002944 PreReg Blective SCS SCGMRAC  Attending Physician  Tam, Benjamin Ho-Lai, FRCPC ~
< >
Wy || e e
Click Add Enc.
A Available Conversations X
Please select the conversation you would like to use
1
Iv
PreReg
Recurring Revisit
ey T o =
=
| e
|
fresT e CUncart PR ‘ ‘
Fem Sherth
TSI S famation s
= s o e e—
& =5 1
e
= o
= e (v, S 158
W
Click OK
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®

PreReg Y
19. The encounter confirmation The following 5t. Catharines Site aliases have been assigned for TEST
. . . PATIENT, CUPCAKE PINK:
window will open. Click “OK” to
Encounter Number: 22-003265
close. Visit Id: 22-D04309
\S
Click OK

SCHEDULING AN APPOINTMENT USING DRAG & DROP

1. Follow steps 1 through 10 as above.

2. “Click” and “Hold” on “Resource” book from the Work in progress Window. Drag the
appointment to the desired date F—

and time. % TEST PATIENT, CUPCAKE PINK Schedule

=% GIMRAC Follow Up 20
0 E Reschedule

=3 Current Schedule Recur
( 2 > =} 5C GMRAC

Bl Fesource v Suggest
&4 Patient
Request
Ingert
Note: the appointment will be added to the  |=—= Wed. 26/un/2024 |
. . 8:00 AM
appointment Book tentatively. =55 AN
e B:30 AM | Follow ups
8:45 AM
== 9:00 AM |[ TEST PATIENT, CUPCAKE PINK
1915 AM ||| GIMBAC Folowe Up 20
9:30 AM Drag
s 945 AM Appointment
10:00 AM to desired
= [10:15 AM time
£ 10:30 AM

3. Follow steps 14 through 19 as above
to complete and confirm the appointment.
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SCHEDULING AN APPOINTMENT USING THE SCHEDULE BUTTON

1. Follow steps 1 through ( 2 )

10 as above. Work in progress

= #F SCHED, TANIA

= o5 GIMRAC Consult

2. Inthe Work in progress area 5% Reschedule Confimm
click the “Schedule” button =B Current Schedule —
. =l 5 GMRAC
from the side menu. <% Resource
S Patient
Request

®

Schedule - GIMRAC Consult ? "

Resource

SC GMRAC - Tuesday, 25/ )un/2024

Select
3. Inthe Schedule window select e Yy Ty - Resource
the date from the “Resource” Tme menu
el | ) Select Default
drop-down and the desired “Default slot.” O Pravioen dhraiion Dux';j' =] Motes <] Doy slot menu
Select the “Time” and the “Duration” of the @ Duration 1 o Howk) (20 [ Minues 2]
appointment and click “OK.” (] Distnguish seep and cloarup durations
OKR Cancel
Click OK

4. Follow steps 14 through 19 as above to complete the appointment booking.
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