Front Desk Scheduling
Part 1
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Appointment Types

Appointment types may differ depending on department needs.

Example include:

Primary Care Appointment Types

Medium Visit
MDM | non-Medicare physical exams

New Office Visit

NOV | new patient initial visit Name Synonym _|Duration
ANNUAL WELLNESS WISIT AWV 20 mins

- — CONFIDENTIAL VISIT CWT 20 mins

Office Visit Nurse HIERARCHICAL COMDITION CATE(HCC 20 mins

ol MEDICARE INITIAL PHYSICAL EXA MPE 40 mins

OVN | non-MD nurse visits only MEDIUM VIS IT D o
I - NEW OFFICE VISIT NOW 20 mins

Regu ar VISIt NEW WELLNESS EXAM NWE 40 mins

REG | established appointments OFFICE VISIT NURSE OVN 5 mins
POST HOSPITAL NEW PHMN 20 mins

Same Day V|S|t REGULAR APPOINTMENT REG 20 mins

. SAME DAY VISIT SDV 20 mins

SDV | same day scheduled appointments TELEMED VISIT MY 10 mins
TELEMEDICINE VIDEQ VISIT ™Y 20 mins

Telemed Visit
TMV | telephonel/video office visits

Specialty Appointment Types

CON CO”SUlt_atIO_n . L Name Synonym |Duration
new patient initial visits CONSULTATION CoN 30 mins

INITIAL WORK COMP VISIT e 30 mins

OFFICE VISIT OFv 15 mins

: o OFFICE VISIT NURSE ovN 5 mins

OFV Offi Ce_ Visit . PERMANENT & STATIONARY1  WPS 60 mins
established appointments PHYSICIAN HOLD MDH 15 mins

RECHECK VISIT RCK 15 mins

WORK COMP REPORTS WRP 30 mins

WORK COMP VISIT Wey 15 mins

Note:

“Established Patients” = Patients that have seen an SRS provider
within the last 3 years

“New Patients” = seeing an SRS provider for the first time or are
reestablishing care if they have not been seen within the past 3 years.




How to Schedule

First Available View

1. Pull up patient using PatientSecure or standard patient lookup
2. Press Tab

3. Pull up the provider by last name or provider number. Press Tab
o The department will auto-populate

SHC#: 103-398-756  IFD: ACN Facility: SRS

MEDICARE,ABN DOB: 11231069 HO: BAF:  BAD ADDRESS

SelectPatient ¥ i = m -5: 46 years-M HPhone: 619-446-1616  BGAF:

| New Appointment
Patient: MEDICARE,ABN | E] Category: | @ Preview
Appt Reason: | | Appt Type: @ )
Provider: LIGHT MD,CYRIL SB[ Q|[@] Duration: |:| From Date:
Department: FAMILY MEDICINE g Location: o) ¥ Scheduling Information

¥ Primary msg(s) [P]

Search: First Available ~ |geftings ¥ | PtPref Patie nt: MEDIC ARE ABN

Team:

@

Department: **DO NOT
BOOK DMV PHY SICALS,
PLEASE DIRECT PATENT
TOTHE OCCMED
DEPTARTMENT ==

Provider: **3EE56+**

Note: the preview’pane
will explain information
related to the
department and provider
scheduling preferences.

4. Click the magnifying glass at Appt Type to list available appointment
types (or free type into the field)

New Appointment

Patient: MEDICARE, ABN =)
Appt Reason: | |
Provider: LIGHT MD,CYRIL SB Q[a]
e
Department: FAMILY MEDICINE CONFIDENTIAL VISIT 20mins T
Search: HIERARCHICAL CONDITION CATE(HCC 20 mins T
= MEDICARE INITIAL PHYSICAL EXA MPE 40 mins T
MEDIUM VISIT MDM 20 mins T
NEW OFFICE VISIT NOW 20mins T
NEW WELLNESS EXAM NWE 40 mins T
OFFICE VISIT NURSE OVN 5 mins T4
POST HOSPITAL NEW PHM 20mins T
REGULAR APPOINTMENT REG 20mins T
SAME DAY VISIT 5DV 20mins T
| TELEMED VISIT TMY 10 mins T
NEVIDEO VISIT TV 20 mins T
4 (] ﬁ

5. Choose the appointment type and Press Tab.



How to Schedule

Once you select the Appointment Type, the application will always
bring you to the Copay Screen (unless there is no insurance on file).

6. Generate a Co-payment

Copay Screen Note: Copays must be
generated for all applicable

appointments.

Non-generated copay
amounts produce a report
that will require you to
reschedule these
appointments.

e Click the magnifying glass to generate the copay or type G

e Click OK



How to Schedule

Once you generate the copay, you will be brought back to the New
Appointment Screen to finish inputting the Appointment Criteria.

New Appointment

Patient: MEDICARE,ABN = Category: | [
Appt Reason: | \ Appt Type: REGULAR APPOINTMENT =
Provider: LIGHT MD,CYRIL SB @ @ Duration: 20— From Date: 12/01/2015
Department: FAMILY MEDICINE @ Location: @
Team: | &) Search: I First Available |~ |[Setings ¥ ] [ PtPrei |

7. Select the From Date
o This will filter the search results beginning with the date you choose

8. Verify the Search field is set to First Available
o This will affect how you see the provider's schedule

9. Click Next

Links | Actions w | Appt Actions w | Appt Set - et » Cancel




How to Schedule

All appointments listed meet the scheduling criteria that was

entered on the New Appointment Screen.

Appointments are listed in chronological order.

First Available Screen

New Appointment - First Available Search

Appointment Being Scheduled

Provider
LIGHT MD,CYRIL SB FP REG -
4 b

CatiTeam
MEDICARE,ABN

Choose Time

o Dt P a P a A
I 12/01/2015 TUE 01:20PM REG LIGHT MD,CYRIL 5B SORRENTO MESA =
: X A

12/01/2015 TUE 02:00PM REG LIGHT MD,CYRIL 5B SORRENTO MESA
12/01/2015 TUE 02:40PM REG LIGHT MD,CYRIL 5B SORRENTO MESA
12/17/2015 THU 09:00AM REG LIGHT MD,CYRIL SB SORRENTO MESA
12/17/2015 THU 04:40PM REG LIGHT MD,CYRIL SB SORRENTO MESA
12/18/2015 FRI 02:20PM REG LIGHT MD,CYRIL SB SORRENTO MESA
12/18/2015 FRI 03:40PM REG LIGHT MD,CYRIL SB SORRENTO MESA
12/21/2015 MON 10:20AM REG LIGHT MD,CYRIL SB SORRENTO MESA
12/21/2015 MON 10:40AM REG LIGHT MD,CYRIL 5B SORRENTO MESA
12/21/2015 MON 12:20PM REG LIGHT MD,CYRIL 5B SORRENTO MESA —
12/21/2015 MON 12:40PM REG LIGHT MD,CYRIL 5B SORRENTO MESA

12/21/2015 MON 04:20PM REG LIGHT MD,CYRIL 5B SORRENTO MESA
12/21/2015 MON 04:40PM REG LIGHT MD,CYRIL 5B SORRENTO MESA
12/21/2015 MON 06:20PM REG LIGHT MD,CYRIL 5B SORRENTO MESA
12/23/2015 WED 08:20AM REG LIGHT MD,CYRIL 5B SORRENTO MESA
12/23/2015 WED 08:40AM REG LIGHT MD,CYRIL 5B SORRENTO MESA
12/23/2015 WED 05:00AM REG LIGHT MD,CYRIL 5B SORRENTO MESA
12/23/2015 WED 09:20AM REG LIGHT MD,CYRIL SB SORRENTO MESA

12/23/2015 WED 10:40AM REG LIGHT MD,CYRIL SB SORRENTO M| SORRENT( MESA L)
I r =

oot ] [ Cortet o s

PR [instructions |

Message(s) for: P

¥ Scheduling Information

¥ Primary msg(s) [P]
Patient: MEDICARE, ABM

Department: ***D0O NOT
BOOK DMV PHY SICALS,

PLEASE DIRECT PATENT
TOTHE OCC MED

DEPT ARTMENT =+

Provider: **SEES 6+

Appointment Type: BOOK
OFFICE VEIT S, ***BO0K
ABDOMINAL PAIN BEFORE
300FM, IF MO SLOT S ARE
AVAILABLE BOOK PATIENT
IN EARLIEST SLOT AND
SEMD A MESSAGETO
MOTIFY PHYSICIAMN
ASTHE PHY SICIAN MAY
WANT THE PATIENTTO
COMEIN EARLIER***

Remember:
Review the preview
pane before
selecting a timeslot

10. Select an appointment by clicking on it (it will highlight and turn blue)

11. Click Next




How to Schedule

Once you select an appointment you will be brought to the
Appointment Data Form.

Enter information about the appointment such as reason for visit, referring
provider, etc.

[ ADF Screen ]

Patient Condition Related to:

12.Enter the reason for visit in Comment 1

13.Click Save

Pt. Condition Related To Field

e This field auto-populates to NONE.
o Follow site specific guidelines for updating this field




How to Schedule

Two screens will display after the Appointment Data Form

(ADF) when scheduling an appointment within 10 days of the
check-in date.

1. Visit Insurance Screen will display first

At this point, verify with the patient that the insurance on file is correct.
If the patient is in front of you, ask for their insurance card to verify.

Patient: MEDICARE,ABN MRN: 12-45-78-96 DOB: 11/28/1969 Age: 47 Sex: M
Patient: MEDICARE, ABN MRNM: 12-45-78-96 DOB: 11/28/1969 Age: 47 Sex: M
Adm #: 2105192387 Adm Dt: PTYP: ZZZ REVFSC: 24 Prog: SRSNA
This visit has never been Verified

Actions v]l[ oK ]l[ Cancel |

PR |Plan |Companv Name Plan Description FSC _
1 F024 MEDICARE-PALMETTO GBA MEDICARE 24 ()
2 Z99 AUTO ASSIGNED SELF PAY 1 H
R3]
A Add Plans... K Link Actions S Swap Plan Order
D Delete Plan L Wipe Clean, AutoAsgn Plns T  Audit Trail
F Edit Follow-ups M Move Plan U View All Follow-ups
G Eligibility Status Edit O Documents V. View a Plan
I  Patient Inguiry R Referral/Authorizations W  Warnings

e Click OK

Note: If the insurance on file is
not current, verify new
insurance with patient and
contact the Site BSR for
assistance




How to Schedule

2. The Alerts Screen will display if there are any registration or
insurance issues on the patient’s account. Alerts must be
corrected before continuing scheduling the appointment. To
correct an alert:

Alerts are classified into two cateqgories:
1) Registration (Y7) and
All PSRs are responsible for correcting

2) Insurance follow up (IF).
BSRs can correct these alerts (as well as Y7 alerts)

Hold Bill/Claim Selector Screen
Patient: MEDICARE,ABN MRN: 12-45-78-96 Visit No: 210519426
VTYP: ZZF Adm Di: Dis Dt:

Conf Comm: [

ag De ptio £ Date p Date A
AVMP-RETURMN MAIL ADDR L1 SYSTEM 12/28/2016 Y7
S
A Add aFlag E Edit a Flag 5 Select Action
I  Inguire U  User View/Show All
D Delete a Flag R Reevaluate
[ Actions ~ || oK ]I[ Cancel
Re—
e Click the appropriate alert
e Click Action Code
e Update the Address field, Adr Status and LOR fields
e Click OK
Hold Bill screen will display any remaining alerts on the patient’s account.
Hold Bill 30 - SHARP REES STEALY AVM GROUP 30 |
Hold Bill/ Claim Selector Screen Note: If the alert you juSt
EoE s wen: esvess vem corrected still displays on the
conf comm: [ Hold Bill screen, click
T o e e Reevaluate to refresh the screen
AVMP-RETURN MAIL ADDR L1 SYSTEM 12/28/2016 .
and the alert should disappear.
T
A Add a Flag E Edit a Flag S Select Action
C Action Code aTalh T U User View/Show All
B Deieie 2 iz

—
[ actions >l o [ cancel |
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How to Schedule

At this point, your appointment has been successfully scheduled.
Ask patient if they would like an appointment reminder card, or for
you to write down the appointment information for them.

[ Confirmation Screen ]
Confirmation
Appointments scheduled 1

Patient Provider
1 210513426 MEDICAREABN LIGHT MD,CYRIL 5B FP REG 5M  WED 12/28/2016 O08:40AM CV$ (=
< i J 3 E]
[ Ancilaries/Resources | | contract | | PrintForms | [waitlist | [Actions =
e Click OK

Note:

ONLY write down the
appointment information.

NOT patient information.

11



How to Schedule

Schedule View

Reasons to schedule an appointment using schedule search.

Overbook or Doublebook into a timeslot

[ ]
e Schedule into a different appointment type
e Schedule into a Frozen timeslot (non-available slot)
e Add Time (for clinical staff and providers)
PSR AW Menu W §=8 preak Lnk  #4 Hide VTB Tools¥ 2 Hep X Logof
Scheduler Appointment List Provider Schedules Wait List Front Desk» Financial Corments
_ SHC#: 103-308-758  IFD: ACIN Facility: SRS
uler - MEDICARE,ABN DOB: 11/28/1969 HMO: BAF:  BAD ADDRESS
. Select Patient ¥ i = m A-5: A6 years-M HPhone: 619-445-1616  BGAF:
New Appointment
Patient: MEDICARE, ABN = Category: IO [nswuctions |
. (5) for:P
Appt Reason: | | Appt Type: REGULAR APPOINTMENT
Provider: LIGHT MD,CYRIL SB @ [i] Duration: 32p From Date: 12/01/2015
MPV Portal Department: FAMILY MEDICINE q Location: [ |7 Schedulinglnfommation
Team: [ Search:  [Echesuls _](setios | [ PtPref | "ﬁ.’l’i’?’.ﬁ"&%ﬁ’cﬂmu
Department: DO NOT
BOOK DMV PHY SICALS,
PLEASE DIRECT PATENT
TOTHE OCC MED

DEPTARTMENT *=*
Provider: **SEES6+**

Appointment Type: EOOK
OFFICE VISIT 5, **BOOK
ABDOMIMNAL PAIN BEFORE
300PM, IFNO SLOTSARE
AVAILABLE BOOK PATIENT
IM EARLIEST SLOT AND
SEMD A MESSAGETO
NOTIFY PHY SICIAN
ASTHE PHY SICIAN MAY
WANT THE PATIENTTO
COMEIM EARLIER***

e Complete the first steps of the scheduling process (Patient, Provider,
Appt Type, Copay, From Date)

1. Change the Search field to Schedule

2. Click Next

12



How to Schedule

Schedule Screen

Note: Schedule
Search View allows
users to view multiple

New Appointment - Schedule Search
Appointment being scheduled: { 1 of 1)
MEDICARE, ABN

LIGHT MD,CYRIL SB
FAMILY MEDICINE
12/1/15Tu
SM AM/PM MTG

LIGHT MD,CYRIL SB

FAMILY MEDICINE
FEtN 12717715 TH
FR.

M A

( 11.20410/150DV...

LIGHT MD,CYRIL SB
FAMILY MEDICINE
12/

LIGHT MD,CYRIL SB
FAMILY MEDICINE
2#|12/21/15M

M P E

18/15F S5#
M

ITG M PM OFF

11:40A 1/1 REG BOOK DMV PHY SICALS,
| _12.00n ) 0/15DV... PLEASE DIRECT PATENT
B TOTHE OCC MED

LIGHT MD,CYF
FAMILY MEDICINE
12/23/15W

dates of a provider’'s
schedule.

o# ¥ Scheduling Information

* Primary msg(s) [P]

B Patient: MEDICARE, ABN

Department: ***DO NOT

DEPT ARTMENT . =*
Provider: **SEES 6 +**

Appointment Type: BOCK
OFFICE VISIT S, **BOOK

10:004 | 1/1 REG... AEDOMINAL PAIN BEFORE
p 01:20P 0/1REG | 10:204 | 0/1 MDM 300PM, IFNO 5LOTS ARE
p 01:40P 0/1 REG = 01:00p ] 0/1 MDM... 10:404 | 0/2 REG... AVAILABLE BOOK PATIENT
no-nnp ] 0/1 MDM... " 0/1 50V - 1/1 REG L4 IN EARLIEST SLOT AND
e FTRCET 4 itzualt/ SEND A MESSAGETO
02:40P 02:00F | /1 MDM 12208 01 MDM.. NOTIFY PHY SICIAN
03:00F | 1/2 REG... - - - h 02:20P | 1/2 REG... . 1/1 REG... ASTHE PHY SICIAN MAY
03;20p | 0/1 50V PMSM  Bkd/Total : 0/15DV... | |[B 12:20p | 0/1 MDM B WANT THE PATIENT TO
03:40P 1/1 REG 03:00p | 0/1 MDM... 12:40P | 0/2 REG... COMEIN EARLIER™*
18 01:20P §0/2TMV... _ 03:40p | 0/1REG.. _ 01:00p | 0/LSDV... _ iL
] T 3 T T ] m + <[ 7 Ty ] 11 3
[ PatientAppts | [Actions | [ Sched Detai | [ Back| et ¥ [ cancel |

Available slots have a green arrow before the appointment time

Overbooked slots:

Slots have more appointments
scheduled than the amount
allotted for the slot. (red before
the timeslot are overbooked)

AM SA

A Frozen:

Clinical Slot - has a medium grey
background and are unavailable
using First Available.

Non-Clinic Slot - has a dark
background

Bld/Total

Avl Dur

SRSTEST,SCHMIDT 25V
SRSTEST JESSICA 27V

REG 20

SRSTEST JESSICA 27V

Are a variety of appointment types within a time range

Superslots

o Bounded by a box (Shows available appointment type mnemonic)
o Booked/Total of available appointment types

o Number of appointments available per slot

o Excluded appointment types are listed (in parenthesis)

13



How to Schedule

Schedule Search — Buttons

New Appointment - Schedule S
Appointment being scheduled: { 1 of

MEDICARE, ABN

LIGHT MD,CYRIL SB  [RE LS
FAMILY MEDICINE FAMILY MEDICINE
12/26/13 TH EEN 12727713 F

SM AMSEM SMA A

I Show Appointments | E_:IE

LIGHT MD,CYRIL SB
FAMILY MEDICINE
3#| 1273172310

LIGHT MD,CYRIL SB
FAMILY MEDICINE
2#| 12/30/13 M

1

A

LIGHT MD,CYRIL SB
FAMILY MEDICINE
28| 1/2f1a4TH 3%

05:204 | 041 REG... 09:204 | 1/1 REG 08:204 | 0/1 REG 08:204 | 1/1 REG
05:404 | 142 REG n9:404 | 0/2 REG n&:40a | 042 REG 05:404 | 172 REG
) 09:004[1/1 MDM » 10:004[1/1 MDM 09:004 | 041 MDM ) 09:004 | 0/1 MDM
09:204 | 1/1 NOY 10:204 | 1/1 NOY 09:204 | 071 NOW ) 09:204 | 041 HOW
09:404 |1 per slot.. 10:404 )1 per slot.. 09:404 | 1 NWE.. 02:404 | 1 per slot..
0/1 REG... 071 REG... . 1/1 REG... 0/1 REG...
10:204 | 0/4 REG 11:204 | 045 REG B 101204 | 0/4 REG 10:204 | 074 REG
» 10:404 | 0/1 MDM b 11:404 (1 per slot » 10:404 | 0/L MDM » 10:404 | 0/1 MDM
» 11:004 |1 per slot » 1z:00M _Ap 11:00a |1 per slot » 11:00A |1 perslot |
p 11:z0a(s: 5 Any p 12:20P b 11:20A |5 5 any T | 1120450 5 Any
p 12400 p 11408 11:404
b pp | 071 ANY... 071 ANYT... Loy | 071 ANY...

- - - -
ﬂr e 4 3 4 3 4 3
|

Cancel |

4 3 4|

44
Patiert Appts I Actions vll Sched Detail Il 4

Back | DMext >I

Preview Instructions

Message(s) for: P

w Scheduling Information

w Primary msgys) [P]
Patient: MEDICARE, ABN

Department: "BO0K
ABDOMINAL PAIN BEFORE
3:00PM, IF NO SLOTS ARE
AVAILABLE

BOOK PATIENT IN THE
EARLIEST

SLOT AND SEND &
MESSAGE TO NOTIFY
PHYSICIAN AS THE
PHYSICIAN MAY

WANT THE PATIENT TO
COME IN

EARLIER.*

Provider: **SEES §+*

Appointment Type: BOOK
OFFICE VISITS. **BO0K
ABDOMINAL PAIN BEFORE
3:00PM, IF NO SLOTS ARE
AVAILABLE BOOK PATIENT
IN EARLIEST SLOT AND
SEND A MESSAGE TO
NOTIFY PHYSICLAN

AS THE PHYSICLAN MAY
WWANT THE PATIENT TO
COME IN EARLIER™*

s

D © ©

Show Appointments
Allows you to change viewable schedule information.

Patient Appointments
Displays the Patient Appointments screen.

Actions
Displays a dropdown list of tasks.
Actions - Sched [

Specific Schedule
Add Time
Add Commments

Yiew Conflicts
Yiew Resources

Patient Lisk
Customize Toal Tips
YWigw Legend

14




How to Schedule

Specific Schedule —

Specific Schedule

Allows you to search for a specific Provider:  [CIGHT MD,CYRIL 58 al
provider schedule by changing toa Department: [F4MILY MEDICINE q
different date. Date: [11/25/201 ]

Session: ¥ am [ pm [¥ eve

Clear | Cancel |

Add T|me - [ Centricity® Business x|
Add Time
To add a time slot onto the Session: —

appointment schedule of a provider. e e A —

Nonclinic Comment: |

Ok I Cancel

Add Comments — [ Centricity® Business x|
Add/Edit Timeslot Comment
Allows you to specify a comment for Comment to Add: |
a time slot.
Cancel |

View Conflicts — View conflicts for appointment.

Centricity® Business Alert x|

-
'\l) Patient has Future appointment in this department, remind patient. (SOL Cuskom rule; MULT APPTS SAME DEPT - INTERMAL
MEDICIME),

Patient List — View a list of scheduled patients for the selected day.

B Centricity® Business =

Patient List

Provider: CHAMBERS MD,MICHAEL E Department: INTERMAL MEDICIME Date: 05/18/2010

Time ___[ype _lour__patient ______________IMen _________|comment Kl

07 :50AM REG pedn) RGTEST,ZACH 100-036-667 cough
ag:10AM REG pedn) RGTEST,ZACH 100-036-667 RECHECHK

15



How to Schedule

Sched Detalil

Allows you to view additional information about the provider's schedule and the
patient.

e You may view additional information under the Session Details tab, the
Slot details tab and the Appt — Patient tab.

New Appointment - Schedule Search
Appointment being scheduled: { 1 0f 1) Show Appoirtmerts Eil _-] E BT 5T
Mess s) for: P
MEDICARE, ABMN age(s)
LIGHT MD,CYRIL SB Session Detail =l I Appt - Patient I
FAMILY MEDICINE
11/25/2013 Monday 17#&  |1cHT MD,CYRIL SB w Scheduling Information
SM AM/SPM
Blkd/Total Avl Dur AT WERNEN ¥ Primary msg(s) [P]
17 Booked appointments Patient: MEDICARE, ABN
73 % Booked slot time Department: *BO0K
ABDOMINAL PAIN BEFORE
Schedule Comment 3:00PM, IF NO SLOTS ARE
AMAILABLE
SHREIAEN =i BOOK PATENT IN THE
EARLEST
e SLOT AND SEND A
. WESSAGE TO NOTFY
0z:20P JO/LTMY.. 1 20 PHVAICIAN AS THE
0/1 MDM.. - 20 [BEVERAGEMICHAEL 65Y REG 20 =1 session in Location: PHYSICIAN MAY
nz:00p 071 ANY.. 1 20 SORREMTO MESA WANT THE PATIENT TO
03.20p |1/1REG... - 20 [JOMESHARRVL 30V REG 20 COME IN
. 1/1REG.. - 20 |ESPINOSAALBERT 72¥ REG 20 7 Booked appointments EARLIER.*
04:00p | 1/1 REG... - 20 |WAHLDEMMISLES Y REG 20 63 % Booked slot time Provider: *SEES 627
04:20p |1/ REG.. - 20 [ZAMORAANGELESL SZ¥ REG 20 .
a0p |0/ REG.. 1 20 Session Comment Appointment Type: BOOK
peanop |1/1REG. - 20 [ESPINOZAISAAC 23Y  REG 20 = OFFICE VISTS. *B00K
B, 1 o B saroums panaerre
" - LAINE, MARILYN &5 ¥ THMW 20 :
03408 ] 0/1 REG.. 20 | B = AVAILABLE BOOK PATENT
Pl I I » N EARLIEST SLOT AND
SEND A MESSAGE TO
NOTIFY PHY SICIAN
AI LI AS THE PHYSICIAN MAY
Patiert Appts | actions | ¢ mock|[men »]  conca |

e Click Hide Detail to return to the previous view.

16



How to Schedule

Scheduling an Appointment in Schedule

Review the Preview Pane before selecting a timeslot

MEDICARE, ABMN

LIGHT MD,CY¥RIL 5B
Location abbreviation FAMILY MEDICI Number of patients
(ex. SM = Sorrento Mesa) ﬁg{qﬂ M y scheduled.

New Appointment - §gfiedule Search

EEETN | Instructions

Message(s) for: P

Showy Appointments | E_ﬂ _.] E

LIGHT MD,CYRIL SB LIGHT MD,CYRIL SB
FAMILY MEDICINE FAMILY MEDICIME
11/25/13 M 17# f A ~w Scheduling Information
SM AMIPM M A 5 S SM A

Bkd/Total K| A \lkd/Tata i W Primary msg(s) [P]
Patient: MEDICARE, ABN
08:204 | 1/1 REG... 09:204 | 0/1 REG... Department: “BO0K
. 00:404 | 3/3 REG 09:404 | 2/2 REG ABDOMINAL PAIN BEFORE
05404 ]2/2 REG 09:004 | 1/1 MOM 10:004 | 141 MOM - :31’7&;:0 SLOTS ARE
09:004 | 1/1 MDM 09:20A | 1/1 NOV 10:204 | 1/1 NOW 500K PATIENT IN THE
09:204 |1/1 NOW 09:40A |1 per slot 100404 |1 per slot. = EARLEEST
09:404 | 1 per slot 10:00A§5: 5 AN ”ggﬁ 1/1 REG 5l 1/1 REG SLOT AND SEND A
0z:20P | 071 THV... . 1/1 REG . 0/1 ANY. 11:204 | 145 REG .05 | 171 REG MESSAGE TO NOTFY
" 0/1 MOM.. 10:204 | 2/4 REG 10:404 [ 3/3 REG » 11:404 |1 per slot 10:204 [ 3/4 REG E:Xz:ga: ”:iIHE
05:008 J0/1 any.. 10:404 |2/a oM | 11:004f1/a MM | 1zioon | 104081/t Mo WANT THE PATIENT TO
03:20p | 141 REG... 11:004 |1 PHN 11:204 |1 per slot » 12:20P 11:004 )1 per slot — COME IN
: H ! H : 8 EARLER.*=*
0340F | 1/1 REG... 3 igﬁ ;p:;i;t 111404 iﬂszAErév b 12400 — 11:204 |5 5 Any
: 1/1REG H ! | 12:000 | 01;00F . . -
=Lt TI o : e [ Provider "SgEs &+
. 0/1 REG... E - - Appointment Type: BOOK
ns:00p | 141 REG... = P SM Bld/Total = = OFFICE WISITS. *=*BO0K
e o/ Ay, ABDOMINAL PAIN BEFORE
0/1 REGm - - :00PM, IF NO SLOTS ARE
HLd0E s - - v AVAILABLE BOOK PATENT
0| 5 . ¥ ] ¥ | T v IN EARLIEST SLOT AND
SEND A MESSAGE TO
«“ I " I HOTIFY PHY SICLAN

=0 PERH Sl s

Patient Appts | Actions b | " Sched Detail | 4 Back ||Nex‘t DI cancel |

e Select an appointment time by clicking on the timeslot.
o Remember: Green Slots = Available to book

e Click Next

e Continue the scheduling process until you reach the Confirmation
Screen.
o Appointment Data Form
o Insurance Page
o Alerts Page
o Confirmation Screen
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Detail Search

Detail Search allows you to view a provider’s schedule in detail.

e To view a single session detail of a provider's schedule

MNew Appointment

Patient: [MEDICARE, 4BN | Rea | category: | q
Appt Reason: | Appt Type: |REGULAR APPOINTMENT EI
Provider: |LIGHT MD,CY¥RIL SB E’IEI Duration: I:-;D— From Date: Img
Department: |FAMILY MEDICIME EI Location: | EI
Team: I SI I Search: IDetaiI jISeﬁings - | Pt Pref |

New Appointment - Schedule Search

Appointment being scheduled: { 1 of 1) Shewy Appointments I _E] _DEE] BJ

RGTEST,ZACH

CHAMBERS MD,MICHAEL E siot | Appt - Patient |
INTERMNAL MEDICINE

08/18/2010 Wednesday 4# CHAMBERS MD,MICHAEL E

SN ANMSP M

— - INTERMAL MEDICINE

Bkd/Total | avl| Dur -
RGTEST.ZACH 31 % REG 20 < Booked appointments
17 % Booked slot time
07:504 | 346 AT = z0 [RETEST,ZACH 31 % RES 20 Schedule Comment
08:104 |3 REG - z0 [RGTEST.ZACH 3L v REG 20 Cw AM/PN |«
05:304 |1 per slot z0 [+ RGTEST.ZACH 21 ¥ REG 20

P 0=:504 1 z0 B
» 09:104 1 z0

09:304 1 zo A A 5

09:504 | 046 ANT 1 0 A session in Location:
» 10:104 |1 per slot 1 z0 — CHULA YISTA
2 A0eH0E i =y E Booked appointments
p 10:504 L =0 28 % Booked slot time
» 11:104 1 20

11:304 i = Session Comment

11:504 | 041 ANY 1 zo <]

1z:10P |01 ANY.. 1 20

LT L
- eo _ .

< o

Patient Appts I Actions - I L | Back I Plesct }I Cancel I

Schedule detail

Session, Slot, and Patient Appointment details

Buttons to move back and forth through provider schedules

ORCONONNG)
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Department Search

Displays the soonest available appointment by department.

New Appointment
Patient: |RGTEST,ZACH I Reg Category: | 3'
Appt Reason: I I Appt Type: |[COMNSULTATICN

- - =
Provider: Q~I £ I Duration: a0 Frum Date: |02;12/2011 =
bepartment: DERMATOLOGY cg.l Location: 3'
Team: I ﬂ ISearl::L: Schedule ll Settings VI Pt Pref I

e Enter the Department (skip the Provider field)
e Enter the appointment type

e Select preferred location if applicable

e Change Search field to Schedule

e Click Next

e Select the appropriate appointment and click Next

New Appointment - Schedule Search
Appointment being scheduled: { 1 of 1} Shovr Appairtments | _Dl ﬂﬁﬂl BJ
RGTEST,ZACH
HORNTOM MD,CAROLINE KUWAHARA MD,RAYMOND TAKASHI LEOMHARDT MD,JANIE M
DERMATOLOGY DERMATOLOGY DERMATOLOGY
0271472011 Monday 41027142011 Monday 0% 021472011 Monday
OTAY ANMIPM g LRV ul 1
BlcdsTotal | A ) ! Ay A
08:30A4 0/1 SRM 1 15 0g:004 0/ OFY 1 15 07:454 0/1 GFY 1 15
DE45a 04 Moy 1 s 03:154 0O/1 OFW 1 15 08:004 0/L QFY 1 15
b os:o0s oiicow 1 @0 | 08:304 0/ OFY 1 15 08:154 0/1 OFY 1 15
09:304 0/ OFY 1 15 03:454 0/1 OFW 1 15 08:30A 0/L OFY 1 15
09:454 0/1 OFW 1 15 [P oeoos oricon 1 a0 08:454 0/ OFY 1 15
i0:004 0/ MDOH 1 15 09:30A4 O/LMDH 1 15 pe:oos 0/icon 1 a0 |
10:154 0/1 OFY 1 15 09:454 0/ RCK 1 15 T a0A O/l MOH 1 1t
i0:304 0/ MOW 1 15 10:00A 071 OFW 1 15 09:454 O/LRCK 1 15
10:454 0/1 OFY 1 15 10:154 0/ WOW 1 15 i0:004 0/ OFY 1 15
i1:004 0/ OFY 1 15 10:304 O/1RCK 1 15 10:154 0/1 MOV 1 15
11:154 0/AMDH 1 15 _|| 1oa4sAa o/imow 1 15 | 10304 0AARCK 1 15
11:304 0/ MSR 1 &D 11:004 O/AMDH 1 15 10:454 0/L MOV 1 15 =
- 11:154 0/1 RCK 1 15 i1:004 0/ MDH 1 15
B 12:30F 0/ LUN - 60 LUNCH 11:304 041 0FY 1 15 11:154 0/ MSR 1 60
- 11:454 0/ MSR 1 45 -
- [B12:30P 0/0LUN - B0 [Br12:18F 0/0LUN - 45 LUNCH
PM OR | Bkd/Total | &wl|Dur] | - -
p 01:30P 0/1COM 1 30 ~ . - -
4| v 1| | v 3

19



Specific Day Search

A Specific Day Search is used when an appointment has to be
scheduled on a particular date.

New Appointment

Patient: IRGTESTJZ,&CH _I Reg Category: | 5]
Appt Reason: | Appt Type: |REGULAR APPOINTMENT 3]
Provider:  [GRANT MD,JOHN 1 o] & | puration: |15 [From Date: |oz/10/2011 @
Department: [FAMILY MEDICINE 9 Location: | ﬂ
Team: | 5] Search: [=chedule | [Eettings =] Ptpret |

Edit Settings

Pre-Sched Msg Linlgsl AncillariesiResources | Resource - Primaty Link | Bppointrment Sek | Profile

Appointment Type Messages:

BOCK OFFICE WISITS., ***BOOK ALEDOMINAL PAIN BEFORE 3:00PM, IF WO SLOTS ARE
AVAILABLE BOQOE PATIENT IN EARLIEST SLOT AND SEND A MESSAGE TO NOTIFY PHYSICIRmw
A3 THE PHYSICIAN MAY WANT THE PATIENT TO COME IN EARLIER*®%

‘alk In J OFF
b1 fic Date | OFF
Current Time | OFF

=i
e Atthe From Date specify the date
e Click on Settings and Click Specific Date to enable
Category: | i’sl Category: | ’-_1]
Appt Type: [REGULAR APPOINTMENT A Appt Type: [REGULAR APPOINTMENT 4
Duration: |15 From Date: IUQ/lU/lel ﬂ Duration: |15 IFrum Date: |D2/10/2Dll g
Location: | 3] Location: | “_1]
search:  [schedule ] [Fefings_w] PPt | Search:  [schedule  v| Sefngs w | Pprer |
Link | Appaintrent Set | ProﬁleEditSeL L I e R I Frofile Edit Settings
Walk In | OFF = =
specific Date | OFF
OOPH, IF NO SLOTS ARE Current Time | OFF
MESSAGE TO NOTIFY PHYSICIR
ALIER®*+
- =l
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Special Circumstances in the ADF

Authorization Field in ADF

The Auth: field should be populated if patients are Self-pay or have an Outside

HMO:
SELFPAY

e Ask the patient if they have insurance.
e Verify Visit Notes for additional information.

e If no insurance, inform the patient about the correct deposit amount and

document ‘SELFPAY VERIFIED’ in the Auth field.

Appointment Data Form - General

Patient: MEDICARE, ABN FSC: MED H: 619-446-1616
EMRN: 12-45-78-96 AGE: 47 COL: W: 858-499-4000
Date Day Time Stat Type Dur Appt#
12/28/2016 WED 8:40A [REG Q] 20
Provider  LIGHT MD,CYRIL SB pept [FP |CQ] woc [sm_ @
Comment
Commentl: [COUGH ] |Auth: _[SELFPAY VERIFIED |
Comment2: [ ] OVN Arr Time: ]
oM #: | | @ casex: | @ Package ID: [ g
Patient Condition Related to: [NONE |[®]
Ordering Prov.: [ @l Actual Prov.: [LIGHT MD,CYRIL SB |[®]
Referring Prov: [ |@ pcp: TEST MD,MYSHARP
Chart Tracking Loc: SM FAMILY PRACTICE Copay: 00.00 Override Copay: I:]
Bill Prov: [LIGHT MD,CYRIL SB @  Bill Loc: [DOCTORS OFFICE &
Bill Area: [SORRENTO MESA @  Alternate Insurance: [ |[®]

Outside HMO (OHM) patients with a referral: “authorization number”

o Authorization numbers are found on referrals for outside HMO

patients.
o Do not use symbols or punctuation in the Auth: field.

Appointment Data Form - General

Patient: MEDICARE, ABN FSC: MED H: 619-446-1616
EMRN: 12-45-78-96 AGE: 47 coL: W: 858-499-4000
Date Day Time Stat Type Dur Appt#
12/28/2016 WED 8:40A [REG]@l 20
Provider  LIGHT MD,CYRIL SB Dept [FP O] Loc [sM_ |O
Comment
Con t1: [COUGH ] | Auth: [12345678 |
Comment2: | ] OVN Arr Time: |
om #: | || @ casex: [ @ Package ID: [ g
Patient Condition Related to: [NONE [
Ordering Prov.: [ |@) Actual Prov.: [LIGHT MD,CYRIL SB |[®]
Referring Prov: [ |&] PcP: TEST MD,MYSHARP
Chart Tracking Loc: SM FAMILY PRACTICE Copay: 00.00 Override Copay: [
Bill Prov: [LIGHT MD,CYRIL SB @l  Bill Loc: [DOCTORS OFFICE |[®]
Bill Area: [SORRENTO MESA @  Alternate Insurance: [ =Y
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Special Circumstances in the ADF

Referring Provider

Appointment Data Form - General

Patient: MEDICARE,ABN FSC: MED H: 619-446-1616
EMRN: 12-45-78-96 AGE: 47 COL: W: 858-499-4000
Date Day Time Stat Type Dur Appt#
01/17/2017 TUE 3:30P [conj@) =0
Provider ~ WRIGHT MD,CHERYL D Dept [RHE|Z Loc [RB |0
Comment
Comment1: [BACK PAIN | Auth: | ]
Comment2: | | OVN Arr Time: [ ]
oM #: | [ @ casez: [ @ Package™: [ = |@
Patient Condition Related to: [NONE ||
Ordering Prov.: @& Actual Prov.: [WRIGHT MD,CHERYL D ||
Referring Prov: LIGHT MD,CYRIL SB @I PCP: TEST MD,MYSHARP
Chart Tracking Loc: RB RHEUMATOLOGY Copay: 00.00 Override Copay: ]
Bill Prov: [WRIGHT MD,CHERYL D @  Bill Loc: [DOCTORS OFFICE &)
Bill Area: [MEEEETGESE ]Gl Alternate Insurance: | || @)
Next * [ save || cancel |

1. When scheduling certain appointments, the referring provider must be
entered on the ADF

2. Complete the Referring Provider field
o The Ordering Provider field will auto-populate with the same
provider
3. Click Save

ADF Key Terms

Actual Provider

The provider who is providing the service

Ordering Provider

The provider who is ordering the test

Referring Provider

The provider who referred the patient.
Primarily used when scheduling consultations (CON)

Billing Provider

The provider who receives credit for the visit

Note: The Actual, Ordering, Referring and Billing
Provider are not always the same. This information is
vital for gathering statistical data and production of
reports.
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Special Circumstances in the ADF

Alternate Financial Status Classification (FSC)

Appointment Data Form - General

Patient: MEDICARE,ABN FSC: MED H: 610-446-1616
EMRN: 12-45-78-96 AGE: 47 COL: W: 858-400-4000
Date Day Time Stat Type Dur Appt#
01/17/2017 TUE 3:30P [conj@ =0
Provider  WRIGHT MD,CHERYL D Dept [RHE]Z] Loc [RB |
Comment
Commentl: |[RESEARCH ] Auth: | |
Comment2: | ] OVN Arr Time: [ ]
oM #: | | [ )& case#: [ @ Packagemd: [ |@
Patient Condition Related to: [NONE &)
Ordering Prov.: [ @] Actual Prov.: |WRIGHT MD,CHERYL D &)
|Referring Prov: |LIGHT MD,CYRIL SB [Q]] pcp: TEST MD,MYSHARP
Chart Tracking Loc: RB RHEUMATOLOGY Copay: 00.00 Override Copay: [ ]
Bill Prov: [WRIGHT MD,CHERYL D &  Bill Loc: [DOCTORS OFFICE &)
Bill Area: [RANCHO BERNARDO @ |alternate Insurance: |RES — =
[seve ][ concel |

e The FSC indicates a mnemonic for the patient’s insurance/billing
method.

e When a patient is scheduled for an appointment that requires a FSC
other than their primary insurance, the user should select the correct
FSC code to alternate. (i.e. RES for research patients or VSP for vision
insurance)

e Complete the Appointment Data Form (ADF).

e Click Save.

Note: Your department(s)
will go over which Alternative
FSC codes to use.
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Overbooking a Provider’s Schedule

Overbooking is when an appointment is scheduled into a slot that is
either:

o Already booked
o Frozen

The system will display a message when a scheduler tries to book an
appointment into a slot that is not available.

New Appointment - Schedule Search
Appointment being scheduled: { 1 of 1}

Shove Appointments | _Dl ﬂEﬂl BJ

RGTEST,ZACH

CHAMBERS MD,MICHAEL E
INTERNAL MEDICINE

CHAMBERS MD,MICHAEL E
INTERMAL MEDICINE

CHAMBERS MD,MICHAEL E
INTERMAL MEDICINE

08/18/2010 Wednesday LM 081972010 Thursday 20/2010 Friday
CW AMIPM ey ‘P
Blkd/Total | Blkd/Tatal
07:504 | 0756 ANY
08:104 |1 per slot 20

07:50a | 376 ANY |20 |[REG 20

05:104 |3 REG 20 |REG 20

08:304 |1 per slot Z0 |¥ REG
) 05:504 1 20
) 09:104 1 Z0

09:304 1 20

09:504 |06 ANY 1 20
» 10:104 |1 perslat 1 20 b
p 10:304 1 20 |-
p 10:504 1 Z0
) 11:104 1z

11:304 1 z0

11:504 |01 ANY... 1 20

1z:10F |0F1 ANT.. 1 20

---, -

1 |L|_I ‘l 3
-« sy
Patient Appts | Actions Vl Sched Detail | 4 Bacleancel |

Booking into a Frozen Slot

Centricity® Business Confirn

& ? ) Book into Frozen slak?

Yes Mo |

e Select the overbooked slot or frozen

slot Note: Permission to
overbook or schedule into a
e Click Yes frozen slot should be
documented on Comment
e Click Next Line 2:

Ok to overbook per Dr.
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An appointment’s duration can be changed in the Duration field if the

provider

Overriding Visit Duration

requests it.

New Appointment

Patient: SRSDT,BEN [w][Rea| Ccategory: |

Appt Reason: | | Appt Type: REGULAR APPOINTMENT

Provider: LIGHT MD,CYRIL SB @ [ 0 ] IDuration: 40 I From Date: W
Department: FAMILY MEDICINE ) Location:

Team: | |E|

e When overriding visit type durations, the system will not add or subtract

Q)

time

e Change the duration of a 20 minute REG to 40 minutes by typing 40 in the

Duration field

Search: Schedule + [Settings V|[ Pt Pref

&
2

e The ADF will show the patients 40 minute appointment time

)

|JAppointment Data Form - General

Patient: SRSTESTJIM FSC: BCC H: 123-456-7890
EMRN: 04-80-77-22 AGE: 26 CcoL: w:
Date Day Time Stat Type Dur Appt#
08/03/2018 FRI 10:00A [rRec @l |40
Provider  LIGHT MD,CYRIL SB Dept [FP |@| Toc [sM |4
Comment
Commentl: [PHYSICAL EXAM Auth: | ]
Comment2: [OK TO OVERRIDE DURATION PER DR. LIGHT | OVN Arr Time: ]
OM #: [ ]al case#: | al PackageID: [ Q|
Patient Condition Related to: [NONE 1al
Ordering Prov.: | @] Actual Prov.: [L1GHT MD,CYRIL SB lal
Referring Prov: [ @l PcP: SACKS,ANTHONY H
Chart Tracking Loc: SM FAMILY PRACTICE Copay: 20.00 Override Copay: ]
Bill Prov: [LIGHT,CYRIL SB lal  Bill Loc: [DOCTORS OFFICE 1al
Bill Area: [SORRENTO MESA |a]  Alternate Insurance: &y
Mext 4 Save | Cancel

Ok to override duration per Dr.

Note: Permission to override a visit duration
should be documented on Comment Line 2.
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Scheduling an Office Visit Nurse (OVN)

Nurse Visit is scheduled when a patient needs to see the nurse or medical

4 Centricity® Busines: 29 loctor. Scheduling examples include

Add Time

Session: AM -

Time to Add: 07:30AM

Nonclinic Comment:

Name Synonym |Duration | ]
ANMUAL WELLNESS VISIT AWY 20 mins T
CONFIDENTIAL VISIT T 20 mins T
HIERARCHICAL CONDITION CATECHCC 20 mins T
MEDICARE INITIAL PHYSICAL EXA MPE 40 mins T
MEDIUM VISIT MO 20 mins T
OFFICE VISIT NURSE QVN 5 mins T
1POST HOSPITAL NEW PHN 20 mins T
REGULAR APPOINTMENT REG 20mins T —

e Schedule OVN visits before or after the provider's schedule by adding time
(example: schedule 7:30 if the provider starts at 8:00)

SPEES MD,DAVID N
FAMILY MEDICINE

10/01/2018 Monday 1#
RB AM/PM

Note:
You can
only add
time
before or
after the
provider's
schedule

Actions *| | Sched Detai

Specific Schedule
| 2ddTime

e Add time by clicking actions and add time
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I

e Input time before or after provider’s schedule
e Click ok

e Click next

Commentl: nPPD READ 11:00 A | Auth:
Comment2: OVN Arr Time: [11:004
® |lICIU uinily CUIIIENL HTE L JiTo =UVN

Arr Time field

/ AM RB Bkd/Total Avl Dur

Appointment
will now
appear as
overbooked

- ISt
PM RE Bkd/Total A&vl Dur

e Inthes., .« “srbooked slot

The Appointment List can be viewed from the New Appointment screen as
well as the Appointment List screen.
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e From Scheduler, click on Appointment List on the HTB to access a larger view of the
the patient’s appointments.

e Perform tasks using the buttons at the bottom of the screen

Scheduler ] ointment Appointment List Frov Schedulkes Burmp L ist it List Front Desk-r Francial Cor
Scheduler | SHC: 100-036-667 IFD: Facility: SRS XID: 26767
2o RGTEST ,ZACH DOB: 06/17/1973 HMO: BAF: | CURRENT  UPI: 10001
select Patientwr A-S: 31 years-M H Phone: 519-445-1678 BG AF:
Appointment List Last Refreshed: 11:394M
Appts Filter | Refresh |
| Day [Time __|[Status [Type|Provider ___________|Dept JLoc_|Dur__|SetNo. |ApptHo. _lattach [
[] 03/1s5/z011 TUE 10:00AaM FEM T®T MNAVA MSPT,MOE DAMIE PT oR 30 E0172770 Cvw | =
[ o3/08/z011 TUE 10:004M FEM THT MAWVA MSPT,MOE DAMIE PT R 30 S0122769 CWE
[0 os/01/z011 ona, REM REG GREEM MD,STEWEM & FF M 20 S0103105 (=t
[] o3foifzo11 ... .. REM REG GRAMT MD,JOHNM 1 FF GEM 15 30104989 c$
[ 03/01/z011 TUE 09:304M [or-10] THT MAWA MSPT,MOE DAMIE PT OR 30 S0122768 [=gTs:3
[] o0z/23/z011 WED 05:004M  FEM REG COMNMWER MD,JULIUS S IM RE z0o E6369907F cvE
[ oz/23/2011 WED 09:30aM FEM THT MAVA MSPT,MOE DAMIE PT R 30 S0123430 CNE
[wl 0z/z3/z011 WED O0Z:00FM FEM REG COMMER MD,JULIUS = IM RE 20 6369905 CWE
[] 02/21/2011 MOCM 08:00A4M FEM THT MNAYVA MSPT,MOE DAMIE PT oR 30 30122767 cvE
[ ozAesz011 WED O1:00FM FEM THT MAWVA MSPT,MOE DAMIE PT OR 30 S0123429 CWE
[] oz/1s/z011 TUE 09:30A4M FPEM TRT MNAVA MSPT,MOE DAMIE PT oR 30 E0172765 cvE
[ ozf11/z011 FRI 0O&:30aM FEM THT MANVA MSPT,MOE DAMIE PT oR 30 S0121659 CWE
[0 oz/11/z011 FRI 10:50&M FEM REG MORGAM MDJAMES F IM oT z0 0119408 Wi |
[] 0z/1i0/z011 THU 08:30A4M  FEM TRT MNAVA MSPT,MOE DAMIE PT oR 30 E0171658 cvE
[ ozs1o0/z011 THU 0&:504M FEM REG MORGAM MDJAMES F  IM oT z0 S6369533 CVLE
[] o0z/09/z011 WED 01:00PM  FEM TRT MNAVA MSPT,MOE DAMIE PT oR 30 50173428 cvE
[ ozsfo07sz011 MOMN 09:308M FEM REG MORGAM MDJAMES F IM oT 20 26362350 CWLE
[0 oz/04/z011 FRI 0OF:00aM AR COMN GARAY MD,ALOM & ORT SDOM 20 SE369454 CIVE
[] 0z/04/z011 FRI 08:00aM ARR  TXT NAYA MSPT,NMOE DAMIE PT oR 30 E0171657 CIvE
[ ozsf04/z011 FRI 0O&S:00&M ARR REG GREEM MD,STEWEM & FF rr z0 363639458 CIv§
[0 oz/o04/z011 FRI 0O9:40&8M FEM COM ALBERTOM MD,GREGSOF ORT SR 20 S6369451 CWVE
[l ozs/03/z011 THU O85:30AM FPEM THT MANA MEPT,MOE DAMIE PT R 30 S0121656 CWE
[ ozs/0z/2011 WED OS:00aM FEM THT MAWA MSPT,MOE DAMIE PT OR 30 S0123427 [=gTs:3
[] o0z/01/z011 TUE 11:00AaM FEM TRT MNAVA MSPT,MOE DAMIE PT oR 30 E0172764 cvE
[ 01/31/2011 MOMN OF 008 FEM THT MAWVA MSPT,MOE DAMIE PT OR 30 30121655 CWE
4] | [~
2ppt Detail | Arrive || cancewmsc | noshow | actions ~|

Patient appointments from the past 18 months will display. Appointment information is
displayed in reverse chronological order.

Appointment Status and Definitions

e Arrived (ARR) An appointment that has occurred

¢ Pending (PEN) An upcoming appointment

e Cancelled (CAN) Appointment was cancelled by the patient

e Bumped (BMP) Appointment was cancelled by the provider

e No-Show Patient did not show for their appointment

e Reminder (REM)

Information for a future appointment
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Appointments Filter

e Search for appointments that match a certain set of criteria

e Reduce the number of entries displayed on the screen

Appointment List

Last Refreshed: 09:274AM

I Appts Fiter I Refresh I

-m-mm
03/01/2011 REM REG GREEN MD,STEVEN A  FP MM 30103108

EI 12/01/2010  aee e REM REG GONZALEZ MD,MARCO.FP 20 30102979 c$

O 10/01/2010 .. ..o REM REG GREEN MD,STEVEN A FP MM 20 30103107 c$

[ 09/15/2010 WED 09:50AM PEN REG CHAMBERS MD,MICHAE IM v 20 30104963 cv$

D oororaoio o =

[0 09/01/2010 WED | Appointment Search

[ osf30/2010 MON
08/27/2010 FRI ] . Iﬁ

E 03?24?2010 TUE a Department: | 5' Status: -

wl 08/18/2010 WED | Provider: | 5] |

[J os/18/2010 WED o7:50f | . . I 5]

[0 08/18/2010 WED ] : REMOVE - | o

[0 08/18/2010 WED | pate: |—§

[0 08/18/2010 WED ]

[] os/1s/2010 MON :

[0 08/13/2010 FRI 07:00

[0 08/13/2010 FRI 11:00 LI ok ] cancs

[0 08/13/2010 FRI 11:30

[] 08/13/2010 FRI 12:15

[] 08/10/2010 TUE 08:10

[] 08/10/2010 TUE 08:308F PEN _ HEG LIN MO,CHENG-I FF [5]1:3 i [EpNAEA=[NES Vs

Refresh

e Click the Refresh to manually refresh Advanced Web screen

Appointment List Last Refreshed: 09:35AM
Appts Filter | I Refre=h I

- m-m-mmm

O 03/01/2011 REG GREEN MD,STEWEN A 30103108

O 12/01/2010 .. ... REM REG GONZALEZ MD,MARCO.FP 20 30102979 C$

O 10/01/2010 .. ... REM REG GREEN MD,STEVENA FP MM 20 30103107 cs$

[ 09/15/2010 WED 03:50AM PEN  REG CHAMBERS MD,MICHAEIM  CV 20 30104963 cvs

[] 09/13/2010 MOMN 09:50AM PEN REG CHAMBERS MD,MICHAEIM €V 20 30104961 CVLS

[] 0%/01/2010 REM MDM GREEN MD,STEVEMA FP 20 30102978 cs

] 09/01/2010 WED 09 S0AM PEN REG CHAMBERS MD,MICHAEIM  CV 20 30104960 cv§

[] 08/30/2010 MOM 09:50AM PEN REG CHAMBERS MD,MICHAEIM  CV 20 30104959 cv§

Using the Appointment Actions Button

The Appt Actions button on the New
Appointment screen provides access to
additional activities associated with
appointments on the patient appointment
list, displayed at the bottom of the screen.

Arrive: Do not use. (Use Appointment
Overview to arrive patient)

29
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Arrive
Cancel/Reschedule
Moshow

Appointment Detail
Appointment Data Form
Appointment Overview

Link Appointment

Print Forms
Print Grid

View Legend

Followup Sppointment
Reschedule Bumped Appointment




Patient Appointment List

How to Cancel/Reschedule:

Use this action to cancel or reschedule an appointment from the patient’s appointment

list.

ApptActionsw | spptset  + |

Cancel /Reschedule

Arrive

L_cancelRescheduie |

= Datetme lpov  IDept |type |AptNo. I3

CHAMBERS MD,MICH: IM REG

30104987

2]

q

Appointment Detail 0g8/01/2011
Appointment Data Form LI
Appointment Owverwview
Link Appointment .
ot Forme Cancellation Reason: ||
Print Grid -
Cancellation Comment: |
View Legend

[T Reschedule

Followup SAppointment

Reschedule Bumped Appointment

1. At the Cancellation Reason: field type a ?, and press TAB or click the = icon

2. Choose a cancellation reason from the dictionary

3. At the Cancellation Comment field: enter an
explanation for canceling appointment

4. The check box may be checked to Reschedule
the cancelled appointment

Cancel/Reschedule

Date Time Prov Dept |Type |ApptNo.
10/29/2014 03:20PM KOJIMA PAJUANR DER  OFV 205083093
F »

1@

Cancellation Reason:

Cancellation Comment:
DECEASED

LATE - NOT SEEN (LT)

NO SHOW, NO CHARGE
PATIENT CANCELLATION (PT)
PATIENT CANCELLED - CHARGE
PATIENT CANCELLED - HOS
PHYSICIAN CANCELLATION (PH)
PORTAL CANCELLATION (PC)
REMINDER LETTER

SCHEDULER ERROR. (SE)
'VAROLII CANCELLATION

Reschedule

o The information from the cancelled appointment will auto-populate in the

scheduling process

Cancel /Reschedule

Date Time Prov Dept |Type |ApptNo.
10/29/2014 03:20PM KOIIMA PA,JUAN R DER  OFV 20506305|
4

Cancellation Reason:  PATIENT CANCELLATION (PT) @

Cancellation Comment: pT DOESN'T HAVE A RIDE
Reschedule

Noshow (NOS):

Allows the user to change the status of the appointment
highlighted on the patient’s appointment list to NOS. No show

patients may be charged a $25 fee.
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Appt Actionsw | Apptset  w

Arrive

I—wwl
Noshow

Appointnent Detail
Appointment Data Form
Appointment Overview

Link Appointment

Print Forms
Print Grid
View Legend

Fallowup Sppointment
Reschedule Bumped Appointment




Patient Appointment List

Appointment Detail:

Allows you to view details about the highlighted appointment on
the patient’s appointment. Displays appointments that were
scheduled, cancelled, and no-showed.

From this screen you have a hyperlink to the Appointment Data
Form and can view attachments associated with the
appointment.

Appt Actionsw Appt Set -

Appointment Data Form
Appointment Overview

Link Appointment

Print Forms
Print Grid

View Legend

Faollowup Sppointment

Reschedule Bumped Appointment

|App0intment Detail
Appointment Data Form |

Provider: GREEMN MD,STEVEN A Date: FRI 09/17/2010
Department: FAMILY MEDICIMNE Time: 10:30AM
Appt Type: REG Duration: |2c|
Location: MIRA MESA 5' Status: |pen,din,g vI
History for Appointment Number 30106798 gaﬁﬁ‘:;ﬁdezl*ad
EAppointment made on: 09/10/2010 at 01:18PM by POBCH Bumped B
Arrived
Reminder
MNoshow
Appointment Data Form (ADF):
Apptactionsw | apptset  w |
Arrive
Allows you to view and edit information entered in the ADF for the Cancsl/Rescheduis

appointment.

You can also get to this screen by clicking on the time hyperlink
within the patient’s Appointment List.

Appointment Data Form - General

Patient: MEDICARE,ABN FSC: MED H: 619-446-1616
EMRN: 12-45-78-96 AGE: 47 COL: W: 858-499-4000
Date Day Time Stat Type Dur Appt#
12/28/2016 WED 8:40A [REG Q] =20
Provider  LIGHT MD,CYRIL SB Dept [FP |G Loc [sM_ |
Comment
Ct 1: [COUGH | Auth: | ]
Comment2: | I OVN Arr Time: ]
om#: [ | [ J&) case#: [ |o  packagem: [ |g
Patient Condition Related to: [NONE &)
Ordering Prov.: [ @] Actual Prov.: [LIGHT MD,CYRIL SB [|#]
Referring Prov: [ @ epcp: TEST MD,MYSHARP
Chart Tracking Loc: SM FAMILY PRACTICE Copay: 00.00 Override Copay: I:
Bill Prov: [LIGHT MD,CYRIL SB &)  Bill Loe: [DOCTORS OFFICE &)
Bill Area: [SORRENTO MESA |G ARlernate Insurance: [ &)
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Medicare Preventative Wellness Visit

MPE AWV Initial (Annual Wellness Visit) — Annual Exam Each Year

MPE Medicare Initial Physical Exam

Centricity® Business Confirm ———

Appointment Validation Rule: APPOINTMEMNT TYPE MPE FOR
MEDICARE - FAMILY MEDICINE

Ask Medicare patient when he/she becarme eligible with Medicare Part
B.

If within 365 days of patient's Part B effective date, click YES to
continue,

If effective date is over 365 days, click NO, and use appt type AWV,

Do you want te continue?

=l

Actions: Ask patient when they became eligible with Medicare Part B.

If within 365 days, click YES and proceed with scheduling MPE visit.

If >365 days, click NO and schedule appt type AWV instead.

MDM-Annual Physical Exam

Centricity® Business Error M

Appointment Validation Rule: APPOINTMENT TYPE MOM FOR
MEDICARE - FAMILY MED

Medicare patient connot be scheduled for an MDM. Use either MPE or
AWV appt

type.

Action: GE/Advanced Web will not allow visit type MDM for
Medicare patients.
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Medicare Preventative Wellness Visit

Why is it important to use an appropriate Appointment Visit Type?
v" The visit type helps to inform the physician on why the patient is

coming in for their visit. It also guides the physician on what note to
use in Touchworks, and acts as an alert to follow the correct
guidelines for that defined visit.

What are the preventive visit types available to schedule a Medicare
patient?

v MPE-"Welcome to Medicare" preventive visit:

This introductory visit is allowed only within the first 12 months of when a
patient becomes eligible with Part B. This one-time visit includes a review of
medical and social history related to the patient’s health and education, as well
as counseling about preventive services.

v AWV- Yearly "Wellness" visits:

If the patient has had Part B for longer than 12 months, you can use this visit
type. The patient has an opportunity to develop or update a personalized
prevention plan with their physician in order to prevent disease and disability,
based on health and risk factors. There must be at least 365 days between MPE
and/or AWV visits.
Why is the MDM visit unavailable?

v ltis not a benefit under the Medicare program. There are other visit

types that are considered more appropriate.
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