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1 Introduction

Department of Veterans Affairs (VA) Veterans Health Information System and Technology
Architecture (VistA) Scheduling (VS) Graphical User Interface (GUI) module is the Windows
GUI version of the Patient Information Management System (PIMS) Scheduling module. It
provides appointment management functions included in PIMS Scheduling, but with the added
convenience and usability of a GUI.

1.1 Purpose

The Veterans Health Administration (VHA) Office of Veterans Access to Care (OVAC)
requested an enterprise enhancement for the VistA Scheduling Package. The enhancement
reduces operating cost for VHA and improves operational efficiencies resulting in patient
centered access to care, coordinated care, increased customer satisfaction, and the reduction of
excessive cycle/wait time used for scheduling patients.

1.2 Overview

VS GUI is a software module that allows Schedulers to make appointments quickly by viewing
multiple appointment request types and multiple clinics in one screen. A Scheduler can easily
view patient requests for service, find the next available open appointment, view the provider’s
availability in multiple clinics, and track a patient’s appointment process.For a more detailed
description of VS GUI functionality, refer to Section 2.

1.3 Project References

1.3.1 Information
The VS GUI points of contact (POCs) include:
e OVAC VSE PM - Ms. Debbie Malkovich, Debbie.Malkovich@va.gov
e OI&T VSE PM Mr. Shannon Ayers, Shannon.Ayers@va.gov, Robert.Schmidt@va.gov

Note: The VSE Project SharePoint site can be accessed via the following link:
http://vaww.oed.portal.va.gov/pm/iehr/vista evolution/enhancements/SitePages/Home.aspx

1.3.2 Coordination

Coordination between the project and its specific support functions (e.g., installation
coordination, security, etc.) for VS GUI are the same as those for VistA.

1.3.3 Help Desk
Note: Please refer to Section 11 Troubleshooting for additional information.
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1.3.4

Organization of the User Guide

The user guide is comprised of eleven sections. They are:

1.
2.

10.

11.

Introduction. Discusses general project information.

System Summary. Contains system configuration, data flows, and user access level
information.

Getting Started. Contains procedures for logging on and off of the system, information on
VS GUI tab displays, basic functions for searching, sorting, filtering, and viewing of
information. The Getting Started section also provides instructions on how to print and
export schedules.

Ribbon Bar. Located in the uppermost window of the screen, it includes patient
demographics, new request actions, view mode, patient preferences, and many other
useful pieces of information. It launches when a patient is searched for and selected.

Request Management. The patient’s pending requests are displayed in the Request
Management Grid, 25 at a time, and booked appointments are displayed in the Pending
Appointments Window in the Ribbon Bar of the Tasks tab.

Appointment Management. After selecting a patient, the option appears to schedule a
new appointment or a recall. A list of recent and upcoming appointments is displayed in
the ribbon bar.

Clinics. Viewing and appointments with clinics and administrator actions with clinics are
located in this section.

Reports. An overview of viewing and printing reports, as well as procedures to generate
Audit and Clinic reports is contained in this section. A list of warnings is also included.
Trash Queue Cleanup. For administrators who need to identify and purge unresolved

requests, the solution allows a task to be run to identify open appointment requests or
duplicate appointment requests and close them, producing a report for administrators.

Note: Excludes VAR requests, which are called Veteran Requests or Mobile requests,
stored in the SDEC APPT REQUEST file.

VistA Scheduling 508 Compliance. This enables VS GUI to be utilized from the
keyboard. Many hot keys have been added for ease of use. Graphics are also within
current guidelines.

Troubleshooting. Contact the help desk for any problems with the VS GUI module.
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2 System Summary

The VSE project delivers a series of enhancements to legacy VistA Scheduling v5.3 via the VS
GUI application. The initial release, which consists of features listed in the Enhancement 1,
Enhancement 2, NSR #002, VAR Interface, Optional Task 3, Optional Task 4, and Enhancement
3 following paragraphs. These enhancements are included in VS GUI 2.0.0.5 and VistA patches
SD*5.3*627, SD*5.3*628, SD*5.3*642, SD*5.3*643, SD*5.3*645 and GMRC*3*83 and were
approved for National Release on 4/29/2016 and Released on 5/3/2016 for Test environments
only.

The VS GUI 2.0.0.8 and VistA M patches GMRC*3*86, SD*5.3*651, and SD*5.3*658 provide
the existing functionality listed above in addition to the features which are listed in the VSE
Additional Enhancements paragraph below.

Enhancement 1: VHA requires an aggregated (combined) view of clinic profile scheduling
grids to allow the user to view the resource’s availability collectively and decrease the time it
takes to match an available resource with the patient’s request and improve the appointment
scheduling process. Enhancement 1 provides an aggregated view of clinic profile scheduling
grids for VistA Scheduling to include:

1. A standard tool for viewing and scheduling aggregated resources in order to improve
performance for appointment scheduling
2. Improved visibility into resources across clinic profiles
3. Exposes previously underutilized resources
4. Improves business processes and efficiency
Enhancement 2: This enhancement consolidates information from multiple appointment request
sources so all patient requests are available collectively to be queried, filtered, and sorted to

improve the appointment scheduling process. The single queue of request lists for appointment
requests provides immediate, incremental relief to the field, including:

1. Promotes a standard tool for consolidating, viewing, sorting and prioritizing appointment
requests in order to improve performance for appointment scheduling

2. Improves the business’ ability to accurately prioritize patient appointment needs
regardless of method of request and work list

3. Improves business processes and efficiency by streamlining the process and removing
duplication

4. Eliminates waste in a Scheduler’s workload processes related to appointment requests
New Service Request (NSR) #002:
1. The aggregated request list functionality built into the VS GUI must be separated from
the wait list file structure in VistA.

2. Assigning of schedulers to clinics must be done on an exclusionary instead of the current
inclusionary basis.

3. The current capability to link multiple appointments to a single appointment request must
be replaced by a one-to-one linkage (one appointment request per appointment).

4. The aggregated request list functionality built into the VS GUI only displays Wait Lists
associated with Clinics whose clinic profiles allow such display.
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5. In multiple return to clinic scenarios (multi-book appointments), VS GUI calculation of
subsequent Desired Dates based on initial Appointment Booking Date rather than initial
Desired Date.

Veteran Appointment Request (VAR) Interface: Provides an interface between the VS GUI
and the VAR appointment request database, including:

1. Link an appointment requested in VAR and processed in VistA such that the state of the
appointment in VistA (e.g. cancelled, checked out) can be displayed in the VS GUI
application

2. View appointment requests within VS GUI
3. Communicate or message the Veteran from within VS GUI up to a limit of four times
4. Close out requests from VS GUI

Optional Task #3 (OT3): Three enhancements to the VS GUI have been identified by VHA to
support the Scheduling workflow and policy:

1. Appointments generated from Consults in CPRS shall use the Consult Earliest
Appropriate Date to populate the DESIRED/RECALL DATE and ENTERED/RR
NO DATE fields in the VS GUI when a value is present other than Today’s date (as set
as default by CPRS) and is not equal to the Appointment Entered Date.

2. Remove functionality in Legacy VistA Scheduling and VS GUI that provided the ability
to hide appointment requests associated with Wait Lists associated with Clinics

3. Veteran Disabilities display in the VS GUI to aid in determining eligibility for specific
clinics.

Optional Task #4 (OT4) Functionality consists of additional enhancements identified by VHA
to support the Scheduling workflow and policy:

1. The VSE GUI shall follow the same rules as in VistA for Overbooking and Master
Overbooking Security keys.

2. The VSE GUI shall display number of available appointment slots in the calendar view
for the clinic within each appointment time slot to allow booking of several
appointments.

3. The VSE GUI shall have a consistent color visual indication for the following:
Hours of operation.

Non-workable hours during that specific day (after hours bookable using a key).
Unavailable for any type of scheduling.

Clinic inactive.

Holiday but bookable.

Holiday but NOT bookable.

No availability created for the clinic.

4. The VSE GUI shall allow entering variable length appointments only for clinics with
variable appointment lengths defined in the VistA Clinic Setup Parameters.

5. The VSE GUI shall display a visual indicator for clinics that allow variable appointment
lengths.

O O 0O 0O 0o oo
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6. The VSE GUI shall display special clinic instructions on the screen e.g. “only make new
appointments on Tuesday and Thursday”.

7. The VSE GUI shall NOT shall display Occasion of Service Clinics (OOS) - (field 50.01
= yes is the OOS indicator) including drop down lists.

8. The VSE GUI shall display message "No availability was created for the clinic” when a
grid does not exist for the clinic (example: VCL and admin clinics) similar to current
VistA Scheduling processing.

9. The VSE GUI shall allow for entering Clinically Indicated Date (CID)/Preferred Date'
and/or appointment date within the appointment requests using past dates.

10. Multi-book Enhancement GUI.

o For inpatients, the VSE GUI shall display ward location in patient demographic area
for each patient.

o Comp & Pension Appointments need to be linked to the 2507 Request as it currently
does in VistA.

Multi-Appointment Booking Wait Time.
Scheduling “Desired Date” Change.
Recall Reminder Parameters.

Recall Reminder Print Failures.

o0 Modification to VistA Recall Reminders.

0]
0]
0]
0]

Enhancement 3: Enhancement 3 provides a consolidated view of resource management metrics
related to scheduling supply and demand, for appropriate organizational components (e.qg., clinic,
facility levels). The tool is referred to as Resource Management Reporting. The enhancement
provides aggregate views of Legacy VistA Scheduling data and does not directly contain
Personally Identifiable Information (PI1) data.

VSE Additional Enhancements: This group of enhancements provides the following
modifications to VS GUI:

1. Provide the VS GUI Scheduler the ability to schedule appointments at times and with the
variations needed to support clinic operation, as well as identifying the exact appointment
times for unscheduled patients/walk-ins

o Display clinic hours of operation based on the clinic profile definition, which only
defines “Clinic Start Time”.

o Display availability start and end time accurately in VS GUI based on the appointment
length, dislay of increments er hour and availability set up in the clinic profile.

Display the current available appointments per slot.

0 Overbooking indication and warning.
Allow VS GUI Scheduler to enter exact time when booking an unscheduled appointment.
= |dentify appointment type as “Unscheduled”.

2. Provide the ability for VS GUI Schedulers to manage requests more efficiently and
effectively by editing requests, saving and viewing all comments, and reopening requests
as needed, while always preserving the original preferred date (PD).
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o Editing, displaying, and auditing certain non-editable fields in APPT, EWL and
RECALL Requests

0 View the correlating request that was previously closed when an appointment is “No
Showed” so that the information is available for future appointments

0 RM grid no longer displays the appointment request when performing an “Undo No
Show” so that an appointment can no longer be booked against it

3. Patient demographic updates made in VS GUI are automatically updated in VistA.
0 VS GUI displays patient demographics

0 VS GUI displays the Veteran’s next of kin address information in the Veterans
Demographics and Special Needs view

0 VS GUI no longer displays the Contact Information Tab
0 VS GUI displays Patient and National Record flag notices to the VS GUI Scheduler.

4. Synchronizes the patient information across functional areas (CPRS and VistA) within
VS GUI to the patient in focus and provides more information about a patient’s
identification in the calendar view of appointments.

5. VS GUI displays the last 4 digits of the patient’s social security number along with the
patient (last name, first name).

6. Enables improved printing of letters and Veteran appointments.

7. Provides the ability to identify and purge unresolved appointment requests for
administrators via VistA.

8. Allows a VS GUI user to set their default view preferences and adds a view only option
for those users that are not VS GUI schedulers.

o0 Provides a means for the user to save column order and filtering criteria for the RM
grid as the default for part of their user preferences.

o0 Provides a means for the user to be aware that their user preferences are in use.
o0 Provides a means for the VS GUI user to be aware that they are in View Only mode.
0 Removes the “Patient” label on the “Request Type” window.

9. The VAR queue ddisplays the telephone number that was entered into the VAR screen by
the Veteran.

10. The VS GUI sends a “Not Booked” message to the VAR system when the Scheduler
does not book an appointment so that the Veteran is accurately informed of his request to
book an appointment.

11. Provides efficient and effective response time, displaying pick lists/drop down lists,
query results and reports real time.

o Displays message indicating system is retrieving data while system is processing a
search by patient, provider, clinic, or service/specialty.
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o Displays message indicating system is retrieving data whenever a query is processing
in Query Tool.

o Displays message indicating system is retrieving data while system is processing
Clinics Reports and Audit Activity Reports.

o Displays message indicating system is retrieving data while system is processing for
any feature in use on the Tasks tab.

0 Resource Management Reports are disabled and no longer available to the VS GUI
user.

2.1 User Access Levels
The VS GUI module uses three access levels:

1. Providers and Non-Schedulers (View Only): Can view patient appointments, clinics,
and provider’s availability in VS GUI.
0 VS GUI - Can view patient appointments, clinics, and provider’s availability.

o Find Appointments — Specify the dates to view only available appointments in a
clinic or list of clinics.

0 Resource Schedules — Display Clinic Schedules

o Appointment Schedule — Display the Appointment Schedules for a clinic and be
able to view a provider’s schedule for the day, week, or month in 10, 15, 20, 30,
or 60 minute time slots.

0 Request Management Queue — Displays a list of patients waiting for an
appointment.

2. Scheduler: Can make appointments quickly by viewing multiple clinics in one screen.
The user can easily find the next available open appointment, view the provider’s
availability in multiple clinics, and track a patient’s appointment process in VS GUI.

o Find Appointments — Specify the dates to select for the next available appointment in
a clinic or a list of clinics.
0 Resource Schedules — Display Clinic Schedules.

o Appointment Schedule — Display the Appointment Schedules for a clinic and be able
to view a providers schedule for the day, week or month in 10, 15, 20, 30, 60 minute
time slots.

0 Request Management Queue — Shows a list of patients waiting for an appointment.

o0 Ribbon Bar — Organizes the VS GUI into a series of tabs at the top of the module.
Tabs being Tasks, System, Reports.

0 Mobile Requests — Shows number of pending mobile requests and provides access to
the Mobile Request List for scheduling.

3. Administrator: Can perform all Scheduler functions in VS GUI in addition to the
following:

o System — Allows an administrator to add/delete privileged users from a prohibited
clinic and set up clinic groups.

0 Reports — Allows for viewing and exporting reports.
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3 Getting Started

This section provides a general walkthrough of the system from initiation through exit. The
logical arrangement of the information shall enable the user to understand the sequence and flow
of the system.

3.1 Logging On
VistA User Access and Verify codes are required in order to log on to the VS GUI.
Note: If User Access and Verify codes are needed, contact your supervisor or site administrator.

MITEL STATES

JEPARTMENT OF VETERANS AFFAIRS

VistA Scheduling

Arresg:

—

Verify:

—

[v2.0.0.8] QK Cancel

Figure 1: User Login

Note: The main screen of the application informs user whether they are logged into the test or
production environment. The environment to which the user is logged in will be displayed in the
top right corner of the main screen page.
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B vista Scheduling
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Figure 2: Main Screen with Test Environment Displayed

3.2 Logging Off

Ay 0 1nssem B

To log off when you are finished scheduling appointments, click the Close button (X) in the

upper right corner of the VS GUI.

istA Scheduling

L)
0| ks | system Repoms
Name: Patient Type: DOB: Time Scale Date | iinic| status | Print
Gender: Street Address: GityfState: 30-Minute ~ Export @
Ward: Sve Connected: S Percent: Refresh
Vi ode L P
o - ‘ ‘
Select Patient Ations Amangement Pendin intments Special Needs/Preferences || Mobile Requests|| Tools || Settin
REQUEST TYPE Y‘ |WArr11ME »=90 Days - H PT NAME V| CID/PREFERRED DATE V‘ CLINIC/SERVICE V| MRTC‘ SSN ‘SCV\sit V‘ TELEPHONE ‘ PRIORITY V| ENTERED/RR NO DATE [ | RE*
CONSULT 451 CONSULT HELEN 09/25/2015 EYEGLASS REQUEST 890-23-4523 +90 (977) 777-7777 09/25/2015
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» -
] 1] ] v
mE[En oali o
. E . |[schedules
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27 2 29 0 1 2 3
4 5 6 7 8 9 10
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Clinic Schedules
Provider Schedules Clinic Groups  ~

= I N
Figure 3: User Logoff
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3.3 VS GUI Tabs
The VS GUI provides the following tabs:

e Tasks: Allows Scheduler to search for patient requests, view clinic resources, and make
appointments.

e System: Allows an administrator to add/delete privileged users from a prohibited clinic
and set up clinic groups.

e Reports: Allows for various reports to be generated by users holding the SDECZMGR
security key.

Figure 4: VS GUI Tabs

3.3.1 Tasks Tab
The Tasks tab display includes the following sections:

1. Select Patient: Search for and view information about a selected patient
2. Actions: Allows Scheduler to initiate new APPT or Recall requests

3. Arrangement: Time Scale (30-Minute) and View Mode (Day, Week, or Month) for the
clinic schedule grids of the screen

4. Pending Appointments: Date, clinic, and status of any pending appointments for the
selected patient

5. Special Needs/Preferences: Identified special needs and/or preferences for the selected
patient

6. Mobile Requests: Shows number of pending mobile requests and provides access to the
Mobile Request List for scheduling. If the mobile request service is not available, UNAV
is displayed in place of the request number.

_laix]
¥ cheduling fivision:

Tasks System Reports

Name: Patient Type: DOB: Time Scale [me| dinic| Status‘ ‘ Print
Export

Gender: Street Address: CityfState:
Refresh

Ward: Sve Connected: Sc Percent: View Mode Query

Week
Search: | ~ | Search | | Clear
Select Patient Actions Arrangement Pending Appointments Special Needs/Preferences Tools
| REQUEST TYPE | | WAIT TIME >=90 Days ~ | PT NAME | MRTC 55N SCVisit [ | TELEPHONE | PRIORITY [ | CID/PREFERRED DATE | | ENTERED/RR NO DATE [ | REQUESTOR  REQUESTED BY

Figure 5: Mobile Requests Unavailable Displayed in Ribbon Bar

7. Tools: Options include print, export, refresh, and queries.
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8. Settings: Access to User Preferences.
9. Request Type: View a list of patients waiting for an appointment.

10. Resources: Calendar to choose a desired appointment date and to search for and access
Clinic Schedules, Provider Schedules, and Clinic Groups

11. Schedules: View multiple clinic schedules in one screen

B vista Scheduling [_[=]x]
VistA Scheduling for Division: VAMC ONE TEST ENVIRONMENT
Hf Tasks System Reports
Name: Patient Type: DOB: Time Scale Date ‘ dm‘ mms‘ Print
3 3 ] Export
Gender: Street Address: City/State: 30Minute - po @
Ward: Swc Connected: Sc Percent: ; D
View Mode User
Query Preferences
Search: -~ | search | Clear Week M
Select Patient Actions Arrangement Pending Appointments Special Needs/Preferences || Mobile Requests || Tools Settings
REQUEST TYPE /| | WAIT TIME >=90 Days ~ | PT NAME T | CID/PREFERRED DATE [ | CLINIG/SERVICE [ | MRTC| SSN Sovisit T | TELEPHONE PRIORITY [ | ENTERED/RR MO DATE | RE*
CONSULT 451 CONSULT HELEN 08/25/2015 EYEGLASS REQUEST 890-23-4523 +90 (977) 777-7777 09/25/2015
RECALL 319 TEST,CHRISTINE N 02/04/2016 VSE CLINIC A 890-65-4321 (213) 456-9012 02/04/2016
: : i
| page| 1 o1
Scheduls
. December - 2016 yo | PR

Sun Mon Tue Wed Thu Fri  Sat
7 28 29 1z 3
4 s 8§ 7 B 8 10
nor 13 #4151 17
B[] 20 2 2 3 »
5 26 27 B 29 30 31

Clinic Schedules

[ inic schedules

Provider Schedules Clinic Groups  ~

Drhar] S B o lﬁ A iy § 1issam B
Figure 6: Tasks Tab Display

3.3.2 System Tab Action Areas
The System tab display includes the following sections:

1. Resource Management: Scheduling Management allows for management of privileged
users within Prohibited and Clinic Groups as well as the creation and management of
clinic groups.

2. Resource Schedules: Availability allows for search of resource by name.

3. Selected Clinic: Provides a quick view of the selected clinic’s Primary Provider,
Overbook Limit, Inactive Date, and Reactive Date.
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i vistA Scheduling

ﬁ Primary Previder Mome  Inactive Date
Scheduling Availabidity Overbook Limt 3 Reactive Date
Management
Resource Management Resource Schedules Selected Clinic

Figure 7: System Tab

3.3.3

Reports Tab Action Areas

The Reports tab display allows for viewing and exporting of Audit Activity and Clinics setup
information.

ﬂ Wista Scheduling

e
111 Tasks System Reports
.;1:"1:! lill!‘m!’!r

Activity

Reports

Figure 8: Reports Tab

3.4 Searching

The search feature enables a Scheduler to:

1.

3.4.1

View and search clinic profiles to view appointments resources by clinic or by clinic
groups

View and search patient requests by request type

Sort the request queue by any column in ascending or descending order

Sort results and save the search into various outputs, such as Microsoft Excel or Adobe
PDF

Generate an audit report of search and sort results
Print various screens and open lists

Search for Patient
Log into VS GUI.

In the Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last 4 of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search.
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3. Inthe Search field, the following options are available for searching for a patient:

e Last name, First name
e Full Social Security Number (SSN)

e First initial last name + last four SSN (ex. T0170)

e Last four of SSN (0170)
e Last name only (3 character minimum)

Ward: Swc Connected: 5c Percent: _
Last name,First name
search: ESTESTMADDRESS [ | search | | clear |
ESTEST ADDRESS 9/12/1987 3494765093 SC VETERAM Mal
Ward: Swe Connected: 5S¢ Parcent: . B
_ Full Social Security
Search; SESTEIFOL = Search Clear
! - - =] | e Moz Number
| PATIENT, SERVICE 2f11/1945 51121701 MNSC VETERAN
Ward: Swe Connected: 5S¢ Percent: e — L
— = First Initial of Last
Search: TEF - Search Clear
1= ] | | +
TEST,EMPLOYEE SCENSITIVE® HSEMNSITIVE® EMPLD Name Last 4 55N
Whardd: Swe Connected: Se Percent:
i Last 4 55N
Search: SE1E lTl | Search Clear |
| PATIENT, SCHED 32/ 1955 765309813 MNSC VETERAN Male
FFFFFFF | TWINKLE,STAR 21970 765349813 SC VETERAM Female =]
|
I
wWard: Sve Connected: 5c Percant:
= Last name {3 character
Search: [EST, [_'] Search Clear minimum]
ESTEST ADDRESS Sf1371987 FA4FE5053 SCVETERAM
| ESTEST,CHILD B{2/1975 BFA590324 SC VETERAM Female
"EQUEH_ ESTEST,COMP PENN /121985 124091176 SC VETERAMN Female |
RECALL | ESTEST,EMS L /81948 AO922 SC VETERAMN Female e
RECALL ESTEST,FOIAREL B/ 1571970 BEO0] SO YETERAM Male _g‘
| ESTEST, KATIE L 1141976 BER3I31290 SC VETERAM Femal |
RELALL ESTEST,LARRY D L0/ 20/ 1986 IS6342T7 18 =i ETERAMN Male 3
RECALL | ESTEST.MRTC B 4f2/1984 PR TEEN 5C VETERAMN Female H
RECALL | ESTEST,PENN COMP  1/5/1980 234789 SC VETERAM Male 5
ESTEST,SCOTT C 11/11/1967 111224466 SC VETERAMN Mala [
RECREL | - ol z |

Figure 9: Patient Search

3.5 Filtering

Filtering can be accomplished in a number of areas of the VS GUI. Items that can be filtered are:

1. Lists
2. Time Period
3. Facility

The following sections describe basic filtering.

3.5.1 Filtering Lists
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You can filter any column on the request grid to narrow the type of information that you want to
view. In the request grid, click any column that shows a filter icon, and then select a filter option.

nanﬂln?m WAIT TIME &l Days - BT nas
RECALL e dot B ;
RECALL AR =3
EWL EwiL i
RECALL RECALL =3
BECALL Showi rows with value that :
5 el to
[RECALL il
i . ®
Makch cese |
REsources And 1
3 15 egual to
Sun v q
4% Match case
: Fiter Cleas Fiter
0 | 1

Figure 10: Filtering Lists

3.5.2 Paging Through Records

Filtered results are retrieved from the database and displayed in 25 row increments. To view
additional records, use the arrow key located below the list to page through the records.
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Figure 11: Paging Through Records
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3.5.3

Filtering by Facility or Clinic

To filter by facility or clinic, in the Clinic Schedules pane, type in the name of the desired clinic
(6 character minimum when searching by clinic name; 4 character minimum when searching by
clinic abbreviation) and then choose the desired clinic to view by clicking the clinic name from

the drop down menu.

Sun Mon

27

W5E CLINIC A

VSE CLINIC B

VSE CLINIC C

VSE CLINIC D

VSE CLINIC E

December - 2016

Tue Wed

Thu

1

Fri

]

Sat

3

-] »

V5E

Clinic 5chedules

Provider Schedules Clinic Groups =

Figure 12: Filtering by Facility/Clinic

3.5.4

Filtering by Time Period

To filter by time period, in the Resources pane, search for and select a desired clinic and then use
the calendar to select a month and day for viewing appointments. Clicking the back and forward

arrows moves to the previous or next month respectively.

|
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Figure 13: Filtering by Time Period

3.6 Sorting

You can sort the consolidated list of requests in the request grid in different ways to isolate the

information that you need to see.
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3.6.1 Sorting by Column

You can sort the consolidated list of requests in ascending or descending order. The default sort
is by Priority Group, Service Connected priority, Preferred Appointment date, and Date entered
(Request date).

Note: A user can override the default sort by setting and saving their preferred sort order (refer
to Section 4.9 Setting User Preferences).

Perform the following procedure to sort by column.
1. Logonto VS GUI.
2. Click any of the column headers to change the sort order.

CID/PREFERRED DATE

11/17/2015
11/13/2015
11/20/2015
11/20/2015
11/26/2015

11/26/2015

Figure 14: Sorting by Column

3. Click on the column header again to return to the default sort order.
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3.7 Printing and Exporting a Request Management Grid

3.7.1  Printing a Request Management Grid
The VS GUI also allows for printing of a Request Management Grid. Use the following

procedure to print a request grid.

Note: Only requests downloaded on Request Management Grid will print.

1. On the ribbon bar, in the Tools section, select the Print option.

i Tl Pt L Ciyriams CHE TR WAL,

"!f'! Tmiz | Gpmem Reperh

Laee Pt Tyt oo oo Scole Date These Sttt Fremt
= = e - S
s = il . e e
R ] ATl it wrapei e Frre il dypmmedveetu e Timia TeMA
Figure 15: Selecting the Print Option
2. Select the desired printer and click Print.
réa Print @
General I
— Select Printer
%Add Printer E.é;IMicrnsnftKPS Documen
== Fax =0 Send Te OneMote 2010
2 HP Deskjet 30504 J611 series
1| 0 P
Status: Offline Preferences |
Location:
By Find Printer...
— Page Range
& Al Mumber of copies: |1 5:
£ Selection £ Cument Page
" Pages: I ¥ Collate
2131 42)3
1 1
Print | Cancel | Apply |
Figure 16: Selecting a Printer
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3.7.2 Exporting a Grid

The VS GUI also allows for exporting of a Request Management Grid in Microsoft Excel
format. Use the following procedure to export a schedule.

1. On the ribbon bar, in the Tools section, select the Export option.
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Figure 17: Exporting a Grid

2. Inthe Save As dialog box, type a file name, select a file type, browse to the location
where you want to save the information, and then click Save.

3. Open the file and review the contents. All data displayed in the Request Management Grid
Is saved.

Note: Only data that was displayed on screen at the time of export will be exported to the
file. Users may need to load more screens to see all of the data.

3.8 Viewing

3.8.1 View Only Mode

A View Only mode is available for non-scheduling personnel. To provide this mode to a user,
the SDECVIEW security key must be assigned to the user. This mode allows users to view data
in VS GUI but no changes or edits will be allowed. This key overrides other VS GUI keys and
assigns the user to View Only.

Information available for viewing include:

e All Pending Requests
e Previously scheduled appointments.
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e Clinic with appointment scheduled for day and week
e Provider with appointments scheduled for day

e Clinic Group with appointments scheduled for day

e Patient demographics and special needs/preferences

3.8.2 Viewing Requests by Request Type

A Scheduler can view requests for Veteran Appointments (APPT) requests—Consults, Recall
reminders, or Electronic Wait List (EWL) reminders. The default view is for requests that are 90
days or older. A user can change the view for a particular session or change the default view by
changing their user preferences (refer to Section 4.9 Settings — User Preferences).

Use the following procedure to view requests by request type. Requests display 25 records at a
time. Additional requests can be viewed by paging to the next page.

1. Logonto VS GUI.
2. View the request grid. Consult, APPT, EWL, and Recall requests that have a wait time of

90 days or more will appear in the grid. The preferred date for the patient request type is
shown in the CID/Preferred Date column.

.amuasr’rmﬂ WAIT TIME >=90 Days = | | PT HAME|

FPROCEDURE Select Al H

T CONSULT al
EWL
PROCEDURE 1

PROCEDURE
FROCEDURE

FROCEDURE

EWL Show rows value tha

15 equal to -
EWL A

]
Match case

Respurces And _]
: I$ squal to
Sun  Mon
1 Match case

Filter Clear Filter

Figure 18: Request Type Column

3. Click the Request Type column to filter specific requests. Only request types that are in
the current request grid display in the filter tool.

Select EWL to view the Electronic Wait List requests.

o =

Select APPT to view appointment requests.
Select Recall to view recall requests.

e o

Select Procedure to view procedure requests.
Select Consult to view consultation requests.
f.  Or any combination of the above.
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3.8.3 Viewing Requests by Patient
Use the following procedure to view requests by patient.

1. Logonto VS GUI.
2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last 4 of SSN (e.g. S1234), click the Search button, and select

the requested patient name. Click Search.

i Yista Scheduling
17—
(SLE P
p=—g Tasks System Reports
Name: Patient Type: DOB: Time Scale
Gender: Street Address: City/State:
View Mode

Ward: svec Connected: Sc Percent:
Week

Search: TEST,CS |T| Search Clear
TEST,CS 11/2{1973 423123456 MILITARY RETIREE Female Jjgement

Figure 19: Select Patient

3. Inthe Request Type dialog box select either APPT or RECALL and click OK or click

Cancel.
7 | Request Type @
What type of request is needed?
@ APPT
RECALL
OK Cancel

Figure 20: Request Type

The patient’s pending requests are displayed in the Request Management Grid 25 records at a
time. Booked appointments are displayed in the Pending Appointments Window in the Ribbon

Bar of the Tasks tab.
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Figure 21: Patient Pending Requests and Booked Appointments

3.8.4 Changing the Schedule View

The default schedule view for displaying clinic schedule grids is by week, but the view can be
changed to day or month view for ease of scheduling. Use the following steps to change the
schedule view.
1. Logonto VS GUI.
2. Search and select a Clinic to open.
3. Inthe Arrangement section, click on the View Mode pull-down menu and select:
o Day
0 Week
o Month

B0 vista Scheduling

i)
¥ l'!' —
. Tasks System Reports

Name: ESTESTEMSL Patient Type: SC VETERAN DOEB: 4/8/1948 New Reg. Tine Seale
Gender: F Street Address: 7654 AUTUMN RD City/State: PIGEON,WV 60-M
Ward: Sve Connected:  YES Sc Percent: 60 View Mode

. : . - Week
Search: | ESTEST,EMS L = | | Search Clear

L 5 il | | Day

Select Patient Actions Week
|rFouFsT TveE T | [warT TiME all navs - | | pT MamE Month n

Figure 22: View Mode

4. A view for a specific schedule can be changed at the top of the Schedules section by
clicking on the button that reflects the desired view. The available views from the
schedule include:

o Day

0 Week

o Month

o Timeline

The Timeline view displays.
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Figure 23: Changing View of a Specific Schedule
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4 Ribbon Bar

The following section outlines the sections available in the Ribbon Bar of Schedule Manager.

4.1 Patients Demographics

4.1.1 Finding a Patient
1. Logonto VS GUI.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last 4 of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search.

3. Select the requested patient name from drop down list.

Search: TEST,
TEST,STEVE
TEST, BILL
i TEST,BOB
IECALL | TEST,BOBFOUR
wpT | TEST,BOBTHREE
TEST,BOBTWO
TEST,BRAD
\PPT | TEST,CANCEL
i TERRY,CHAD
TEST,CHRISTINE

\PPT

Figure 24: Search Patient

4.1.2 Viewing Patient Demographics in the Ribbon Bar

You can view basic patient demographic information in the ribbon bar. The ribbon bar provides a
limited amount of patient information, but you can choose to display more patient details. Use
the following steps to view patient demographics in the ribbon bar.

1. Logonto VS GUL

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last 4 of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search.

In Request Type dialog, click Cancel.
4. View the patient demographics in the ribbon bar. The following patient demographics are
available:
e Name: Last name,First name
e Patient Type: VA patient type
e DOB: Date of birth in mm/dd/yyyy format
e Gender: Male (M) or female (F)
e Street Address: Patient’s street address
e City/State: Patient’s address city and state
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e Ward: For inpatients, current ward location display
e Svc Connected: Is the patient service connected (YES or NO)
e Sc Percent: Percent of service connected disability

Ll | Tasks | System Reports

Mame: TEST,INPATIENT A Patient Type: SC VETERAN DOB: 0f1/1945
Gender: M Street Address: 900 5T ELEMA 5T City/State: FOUNTAIN VALLEY,CA
Ward: GENERAL Svc Connected:  YES Sc Percent: 50
Search: | TEST,INPATIENT A || |ﬁ Clear
Select Patient

Figure 25: Patient Demographics in the Ribbon Bar

5. Click anywhere in the Select Patient section of the screen to view the Patient Inquiry
Detail screen. This allows for viewing of additional patient information.

[N Patient Inquiry Detail

TEST, INPATIENT 345-76-1111 MAR 21,2015
Address: 2334 WALT DISNEY WAY Temporary: NO TEMPORARY ADDRESS
ANAHEIM 92802
UNITED STATES
County: UNSPECIFIED From/To: NOT APPLICABLE
Phone: 88B-333-4545 Phone: NOT APPLICABLE
Office: B88-777-9090
Cell: UNSPECIFIED
E-mail: UNSPECIFIED
Bad Addr: OTHER
Confidential Address: Confidential Address Categories:
MNO CONFIDENTIAL ADDRESS
From/To: NOT APPLICABLE

POS: UNSPECIFIED Claim #: UNSPECIFIED
Rellg: UNSPECIFIED Sex: FEMALE
Race: ASIAN Ethnicity: HISPANIC OR LATINOG

Combat Vet Status: NOT ELIGIBLE
Primary Eligibility: CHAMPYVA (NOT VERIFIED)
| Oaher Eligibilities.
Unemployable: NO
Status : ACTIVE INPATIENT-on WARD
Admitted : OCT 5,2015@14:02:04 Transferred
Ward : GEMERAL Room-Bed 1 GEN-2
Provider . PROVIDER MARG Specialty : MEDICAL OBSERVATION
Attending : DOCTOR,ONE —_—
Admission LOS; 72 Absence days: 0 Pass Days: 0 ASIH days: 0
Future Appointments: NONE
Remarks:
Date of Death Information
Date of Death:
Source of Notification:
Updated Date/Time:

Last Edited By:
Primarns Cara Tnfarmatinn: =
< | L
O )

Figure 26: Patient Inquiry Detail

4.1.3 Patient Eligibility Information
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When adding a new Recall or APPT request, a Patient’s Eligibility Information window
displays along with the New Appointment dialog. The user can move the Patient’s Eligibility
Information window around the screen, for convenience.

The window includes:
1. SC Percent

2. Current Disabilities
3. Primary and Secondary Eligibility Codes

1 vista scheduling =] x]

:::::
i Patient's Eligibility Information:

@i
1‘“‘

4. | Task scPercent: - Patient. =l
Name: TEST 1 | Name DB SSN
s = " ITEST,CHR[STINE I 3/1/1975 Iaanrssrﬂu
Ward: Patient, TEST,CHRISTINE, has no current disabilities. Gender Institution Originating Date
i I Female I‘JAMC ONE I 01/06/2017
. | Wi
Search: | TES Originating User Priority Group Ethnicity
A | [MANAGER,SYSTEM - A -
| | J | HISPANIC OR LATINO J
Primary Eligibility Code: TRICARE Race Address City State  Zip Code
R _ 465 HAMPTON WAY 5 CARLSBAD 92708 ESTEDEY|
b Secondary Eligibility Codes: INATIVE HAWAIIAN OR OTHER PAC j | W | Al A | |92
Country Phone (residence) Phone (work)
Iumed States jl—ssﬂssazsnjn |—55545532541234
R Bad Address? |¥ | Homeless M I svcRelated [T veteran #1
Schedules ~ Spedal Needs/Preferences
4 January - 2017 » - . - 5
NOTE: Ctrl-p to Edit the Patient Information / Special Needs / Preferences
Sun  Mon Tue Wed Thu Fi  Sat TR
. 2 3 4 s [s] 7 & Clinic ¢ Service/Specialty CID/Prefemed Date: Appaintment Type
8 9 W 1 12 13 14 T| | Enter date B i
15 16 17 18 19 20 21 Requested By Provider Status
2 2 2 3 % T B I = I E I &
22 3 31 1 2 3 4

Multiple Appointments Required ]
v

Clinic Schedules < Comment

[ Cinic schedules =

Provider Schedules Clinic Groups  ~
] & B o [=] [# ik [F F) oesem mm
Figure 27: Patient's Eligibility Information

When the New Appointment dialog is closed, the Patient Eligibility Information window
closes automatically.

4.1.4 Updating Patient Demographics

Patient demographic information, such as ethnicity, race, address, state, ZIP code, country, or
phone numbers that were not defined during registration, can be updated at any time during the
process. Perform the following procedure to update patient demographic data.

1. Logonto VS GUI as a Scheduler.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last 4 of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search.

In the Request Type dialog box, click Cancel.
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E Request Type @
What type of request is needed?
@ APPT
O RECALL

OK Cancel

Figure 28: Request Type—-APP

5. Patient demographic information can now be displayed and edited at any point in the
process by entering Ctrl + P to bring up the Patient Info screen. Undefined patient
demographic information displays in empty drop down boxes and text field, in the Patient
Information section. Information that is not editable displays dimmed.

T, - (] =1

Patier Tedormation

Biamng Do8 55N

eEnder Friomky Grosp Haritad Status

| i I |5LF'.¢-R.-11LD _-rJ

Religion Race

|-_wrr|cr.~.':1- NG PREFERENCE ﬂ ™" AMERICAN INDIAN OR ALASKA NATIVE P
I ASLAM

Ethniciby [T BLADK OR AFRICAN AMERICAN
[T DECLINED TO ANSWER

| ROT HISPANIC OR LATING j [T NATIVE MAWAIIAN OR OTHER PACIFIC ISLANDER _:j

=~ Permasent Address
w Temporary Address

w Next of Kin
Spacis Needs/ Preferences

Time of Day
I Gender Specific Provider [ Hearing Impaired  AMOnly © PMOnly (% Both
[ Language Preference [+ Heeds Escort Day of Week

I+ Monday I Tuesday [+ Wadnesday
[+ Cn Stretcher ™ Specal Hode of Transporitabon I Tharsday # Friday

Remarks: [one

Figure 29: Patient Information Dialog

6. Click OK to update patient demographics. At this point the updated information
displays in Ribbon Bar.

7. Click Cancel to go back to the all patients view.

4.1.5 Editing Permanent Address

Permanent address for a patient may be edited via the Patient Info Dialog screen and is
available at any point via the RM Grid. User can view the patient information by entering Ctrl +
P.
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A user can update the patient’s address Line 1 and 2, Zip Code, and Phone Numbers.

e Zip Code -5 or 9 digits (when entered, the system provides choices for Cities that match
that zip code and based on that, automatically completes the State and County fields).

e For Phone numbers, VS GUI automatically formats the Patient Work Phone to (xxx) xxx-
xxxx if 10 digits are entered. If more than 10 digits are entered, it auto formats to X-xxx-
XXX-XXXX X....

Only characters (,), +, -, and X (Except Cell and Pager) are allowed in the Phone
Numbers.

Click OK when complete to save the information.

o patiest ol Hiski
Patiend [mlormation
Hame Do8 i
GEndei Priarly Gioiap it Statius
| iz I |5LF‘.¢-F\'.0.'ILL‘I _-rJ
Religion Face
||_|-..|r;r||:r.~,':1.r_'|: PREFEREMCE j [T AMERICAN INDIAN OR ALASEA NATIVE &
I+  ASLAM
Ethinicity [T BLACK OR AFRICAN AMERICAN
[ DECLINED TO ANSWER
| HOT HISPAMIC Of LATING j [T NATIVE rsWALIAN OR OTHER PACIFIC ISLANDER -:’
= Parmasent Address
w Temporary Sddress
w Nest of Kin
Special Needs/Preferences
Tirn &f Day
B+ Gender Specific Provider [ Hearing Impaired C AMOsly  PMOnly 7 Bath
¥ Language Preference [+ meeds Escort Day of Week

[+ Maonday I~ Tuesday = Wednesday

[+ Cin Stretcher ™ Specal Hode of Transportaton I Tharsday B Friday

Remarks:  [ong

Figure 30: Patient Info Dialog—Permanent Address

Note: Any areas shadowed in grey cannot be edited.

4.1.6 Adding a Temporary Address

Temporary address for a patient may be entered via the Patient Info Dialog screen available at
any point in the RM Grid by entering Ctrl + P.

The Address Active? Box should be checked with a Start Date and End Date (if known).
A user can update the patient’s address Line 1 and 2 and Zip Code.
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Zip Code - 5 or 9 digits (when entered, the system provides choices for Cities that match that zip
code and based on that, automatically completes the State and County fields).

Click OK when complete to save the information.

.

-

# | patient Info EI@

Patient Information §
Mame DOB 55N

TEST,CHRISTINE 5/25/1976 765-12-3423

Gender Priority Group Marital Status

Female MARRIED -
Religion Race
|cao pa v | [ AsAN .
Ethnicity [C] AMERICAN INDIAN OR ALASKA NATIVE 3

[hOT HISPANIC OR LATIND . | [C] BLACK OR AFRICAN AMERICAN _

w | Permanent Address

i~ | Temporary Address

Temporary Address
Start Date End Date
Address Active ¥
1272042016 8| Enter date &
Addresss Line 1
Addresss Line 2
Country Zip Code City
United States - -
State County Phone -
OK Cancel

Figure 31: Patient Info Dialog — Temporary Address

Note: Any areas shadowed in grey cannot be edited.

4.1.7 Marking for Bad Address

A patient’s address may be incorrect (e.g., mail has been returned as undeliverable, or if the
patient is homeless). If you learn that a patient’s address is incorrect, you must indicate that
information on the patient record so notices are no longer sent. The bad address can be indicated
while updating the patient’s address information in the Patient Info dialog.

1. Logonto VS GUI as a Scheduler.
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2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last 4 of SSN (e.g. S1234), click the Search button, and

select the requested patient name. Click Search.

i ¥istA Scheduling

i
TP s
AV Tasks System Reports

Name: Patient Type: DOB: e Geale
Gender: Street Address: City/State:
Ward: Sve Connected: Sc Percent: View Mode
Week
Search: TEST,CS |T| Search Clear
TEST,CS  11/2/1973 423123456  MILITARY RETIREE Female \gement

Figure 32: Select Patient

In the Request Type dialog box, click Cancel.

(X Request Type @
What type of request is needed?
@ APPT
) RECALL
OK Cancel

Figure 33: Request Type

3. Enter Ctrl + P to pull up the Patient Information dialog box. Confirm that the patient’s
address information is incorrect or missing, and then check the Bad Address check box.
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1 vista Scheduling [_[Fix]
VistA Scheduling for Division: VAMC ONE

L
"11‘ Tasks | System  Reports

Name: TEST,CS PatientType: MILITARY RETIREE I L Paticnt Info e L O1X] e crecric rrovioer 2] | *+* CATEGORY 8g PATIENT
‘ INOT HISPANIC OR LATINO jl ™ NATIVE HAWATIAN OR OTHER PACIFIC ISLANDER = | | ace prerERENCE *++  NOT ENROLLED **
Gender: F Street Address: 123 YELLOW BRICK ROAD City} T o s maens ESCORT
RETCHER
Ward: Sve Connected: 1O sc b M e NG "
NOON

[~ Permanent Address

Patient Address Line 1 i
Searchs | TEST,CS - |ige | “hemAdcresstne Esoay =

123 YELLOW BRICK ROAD
| Select Patient cial Needs/Preferences || Patient Flags

Patient Address Line 2

PT NAME T | ssh SCvisit ' | PRIGRITY [ | CID/PREFERRED DATE [ ENTER *

TEST,CS 42312 | Country Zip Code +4 Gity GROUP 8 11/23/2015 11]211,':_
TEST,CS 42312 I United States j Iaznu9 I UNION GROUP & 11/26/2015 11/13f]
TEST,CS 47317 | State County Patient Cell Phone GROUP & 11/30/2015 11/18f;
TEST,CS 4231 IRHODE ISLAND j I I GROUP & 12/01/2015 12/01/]
TEST.CS 4231 | Patient Home Phone Patient Pager Number Patient Work Phone GROUPS  1204/2015 120041+
1 | 555.555.5555 | | v

= Patient Email ‘ Page | 1 a1

4 November - 2015 v R
|- Bad Address

Sun  Mon Tue Wed Thu Fri Sat

¥ |undeliverable j

1 2 3 4 5 6 7
8 9 10 1 12 13 14

15 16 17 18 18 20 21

2 23 24 (25| 26 2 B e TCC O PTeTeTenCeE

N Time of Day
29 30 1 2 3 4 5 § ~

[¥ Gender Specific Provider [ Hearing Impaired CaMOnly CpMonly @ Both
e " P Dav of Week | E
0K Cancel

BELLVUE CLINIC -, h

X

Clinic.Schedules| Provider Schedules [Cnew [walkIn [JNoShow [ Check In [JCheck Out

Bawt] & B [0 %15 17 &) 7w m
Figure 34: Appointment Request Dialog—Bad Address Selection

4, Choose the reason for the bad address:

a. Undeliverable

b. Homeless

c. Other

d. Address Not Found

5. Click OK.

4.2 Actions

4.2.1 New Request

After searching for and accessing a specified patient’s demographics and associated pending
appointments, the Action pane allows you to create a new request for the patient. For example,
creating a recall request as a follow-up to an appointment request or creating a new appointment
request after looking at only patient information.

To start a new request for an already selected patient, use the following steps:

1. Patient demographics and pending appointments appear in the Ribbon bar. In the Actions
pane, select New Request.
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B vista Scheduling
17—
':- "M 11,, —

R Tasks System Reports

Mame: TEST,INPATIENT A Patient Type: SC VETERAN DOB: 9/1/1945 MNew Req.
Gender: M Street Address: 900 5T ELENA ST CityfState: FOUNTAIN VALLEY,CA
Ward: GEMERAL Svc Connected:  YES Sc Percent: 50
Search: | TEST,INPATIENT A | | Search i
Select Patient Actions

Figure 35: Actions Pane

2. The Request Type dialog box appears, allowing you to create a new request.

7 | Request Type (3]
What type of request is needed?

-

@ APPT
) RECALL

QK Cancel

Figure 36: Request Type — APPT
4.3 Arrangement

43.1 View Mode

Refer to Section 3.8.4 Changing the Schedule View for changing the arrangement of the default
calendar view.

4.4 Pending Appointment Window

The Pending Appointment Window displays a patient’s already booked appointments. The
appointment view defaults to the current date. The Scheduler can utilize the scroll bar to the right
to scroll up to view appointments 365 days in the past. Or, the Scheduler can utilize the scroll bar
to scroll down to view appointments 365 days in the future.

Selecting an appointment from the Pending Appointment Window in the Ribbon Bar opens the
Clinic Schedule Grid. When you select a past appointment, the clinic schedule defaults to the
appointment.
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Figure 37: Pending Appointment Window—Past Appointment Date

The clinic schedule defaults to current (today’s date) when you select an appointment dated
“today” or less than three days in the future.

“il VistA Scheduling E=N 5l =5

VistA Scheduling for Division: CHEYENNE HEALTH CARE CENTER

- —
0| Tesks | System  Reports

Name: TEST,CHRISTINE Patient Type:  NSC VETERAN DOB: 5/25/1976 New Req. Date Clinic Status + ||| NEEDS ESCORT Print]
Gender: F Street Address: 12245 STREET NAME HERE City/State: LOMA LINDA CA DEC15,2016@12:00  CHY CARDIOLOGY ACT REQ/CHECKED IN 3’2‘;:{?&““ Expal
o S R ) DEC 22, 2016@09:00  ESCLINIC MAX OB3 MO ACTION TAKEN H AFTERNOON Refrd
View Mode JAN 08, 2017@09,00  VSE ENH1 CLINIC NO ACTION TAKEN/TOL REMARKS: Que
Search: | TEST.CHRISTINE [+ JAN 10, 2017@%30 VSE ENHL CLINIC FUTURE = H TEST OF NEW VERSION
Select Patient Actions || Arrangement é Pending Appointments | Special Needs/Preferences || _Tool

/
|RequEsT TYPE Y‘ [WaT TIME Al Days -] | PT NAME V| MRTC‘ 5N ‘ Scvisit V‘ I¢PH0NE ‘ PRIORITY V‘ CID/PREFERRED DATE V‘ ENTERED/RR NO DATE Y‘ REQUESIDR| REQUESTE*
APPT & TEST,CHRISTINE 765-12-2423 09) 123-1234 11/04/2016 11/03/2016 PATIENT | PATIENT %
RECALL 60 TEST,CHRISTINE A 765-12-3423 (909) 123-1234 11/09/2016 11/03/2016 TOUCHET,|
F:V‘VI (5151 TEST CHRISTINE ~N i T65-12-34; I a03) 123-1234 12/05/2016 11/03/2016 ‘ PATIENT an'ITFNT> I~
[ CI R / [wsls ot
‘ January - 2017 L el /
Sun Mon Tue Wed Thu Fri Sat MEERHECING = /CI iniC Schedule dis Ia S
12 3 a4 5 6 7 : E7 p y 8 -14January 2017« | B>
€] 9 10 1 12 13 1 3 1 d .
s w2 o2 oo ow ‘| == /] current appointment date | b s
g .
2 5 o 3 »owom = | eovmn 4 or appointment less than 3 | s . [
29 3 ;1 2 3 4 B 15 4 ] | 14 4 4
s 6 7 s 9 v ou 2 | days in future, defaulted  H: : .
Clinic Schedules < =
gooam W@ " |3 e 4 4
| asday 1+ 6 days. mll . al?
VSE ENHL CLINIC - 20 4 . 4 .
- a5 4 | | 4 4
. 10:00 AM * 4 4 4 4 4
15 ] 4 4 4 4 4
Clinic Schedules 30 : : : : : :
Provider Schedules 45 -
Clinic Groups + || |Availability: @ Unavailable [ JAvailzble [ Overbook | [appointments:  @@new [Jwakin @ENoshow [ Icheckin [checkout

Figure 38: Pending Appointment Window—Current less than 3 days in Future
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The clinic schedule defaults to -/+3 days of the appointment date for future dates.

T Visth Scheduling =

VistA Scheduling for Division: CHEYENNE HEALTH CARE CENTER TEST ENVIRONMENT
@l
L

)
T Tasks | System Reports
Name: TEST,CHRISTINE Patient Type:  NSC VETERAN DOB: 5/25/1976 NewRed. || Time Scale Date Clinic Status + ||| mEeeDs EscoRT
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g = Week | ||| JAN 10, 2017@08:30 VSE ENH1 CLINIC FUTURE
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Figure 39: Pending Appointment Window—Future Appointment Dates
4.5 Special Needs/Preferences

45.1 Adding/Removing Special Needs/Preferences from Requests

Patients visiting the VA may require additional assistance when they arrive for their visit. Some
of these special needs/preferences may include issues with hearing, how they are arriving at the
VA, Day of the Week or Time of the Day etc.

To add Special Needs/Preferences to an appointment request, perform the following:
1. Logonto VS GUI

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last 4 of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search.

3. Inthe Request Type dialog box, click Cancel.

# | Request Type @
What type of request is needed?

@ APPT
“) RECALL

OK Cancel

Figure 40: Request Type-APPT
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4. Enter Ctrl + P to select the Patient Info dialog.

5. Select the patient’s special needs from the Special Needs/Preferences section of the
Patient Info dialog box.

6. Add additional information regarding patient’s Special Needs/Preferences selections in
the Remarks field.

i vistA Scheduling

= ET
@1
m System  Reports
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Figure 41: Patient Info Dialog —Special Needs/Preferences Section

7. Click OK. Special Needs/Preferences entered display in the Ribbon Bar.
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Figure 42: Ribbon Bar—Special Needs/Preferences

4.6 Patient Flags

Patient Record Flags (PRFs) are used to alert Veterans Health Administration (VHA) medical
staff and employees of patients whose behavior and characteristics may pose a threat either to
their safety, the safety of other patients, themselves, or compromise the delivery of quality health
care. PRF assignments are displayed during the patient look-up process.

Each PRF includes a narrative that describes the reason for the flag and may include some
suggested actions for users to take when they encounter the patient.

When a patient’s record is flagged, a box appears with appropriate action recommended.
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Figure 43: Patient Record Flags
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After appropriate action has been taken and appointment processing is to continue, click
Continue; otherwise, click Cancel.

Once processing has continued, the Patient Record Flag continues to show on the ribbon bar.
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Figure 44: Patient Record Flags
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4.7 Mobile Requests

Mobile Requests are requests for appointments submitted by Veterans via the Veterans
Appointment Request (VAR) application. If there are pending appointment requests that need
processing, a number displays inside a red bubble in the Mobile Requests pane. If there are no
pending requests, the word “None” displays in the red bubble. For detailed instructions on
processing Mobile Requests refer to Section 6.7 Veteran Appointment Request Scheduling.

4.8 Tools

48.1 Print

Refer to Section 3.7.1 Printing a Request Grid for details on using the Print functionality of the
Tools Pane.

4.8.2 Export
Refer to Section 3.7.2 Exporting a Grid for details on exporting the request grid.

4.8.3 Refresh

After checking a patients pending appointments or checking availability for a clinic, you may
want to reset the GUI back to the default view from when you first logon to the GUI, clearing all
text entered in any fields.

To refresh the GUI, in the Tools pane, click Refresh. The GUI resets to its default logon view.

Print
Export

Tools

Figure 45: Refresh Button in Tools Pane
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4.8.4

Query

In order to sift through patient data and only view data of a specific type, the Query tool can be
utilized to show only data matching specific criteria. Once the query has been performed, only
records matching the query criteria appear in the request grid.

To perform a query, use the following footsteps:

1. Logonto VS GUI.
2. Select Query from the Tools pane. The Request Query window displays.

[N Request Query [x]
Patient: Find

The search criteria in this group can be used by themselves, or in conjuntion with other search criteria.

@ The search criteria in this group can be used by themselves, or in conjuntion with other search criteria. All criteria in this group MUST be used.

@ When using any search criteria in this group the search criteria in either group (3 or group (@ must be used as well.

Patients are in Group A and can be used independently or in conjunction with other
search criteria.

Request Type + Clinic/Services are in Group B. This group can be used
independently or in conjunction with other search criteria.

Priority, Wait Time, SCVisit, Service Connected, Origination Date, CID/Preferred

Date and Urgency are in Group C. This group must be combined with other search
criteria from either Group A, Group B, or Group A and B to satisfy the Query Tool
business rules.

CID/Preferred Date

|
Query
| Patients Reguest Type v Clinics / Services v Priority Group v ‘Wait Time ‘Origination Date
| waIT TIME »=30 Days =l
|
Grou scvisty GFOUD C
P Group B 5
Service Connected?
BOTH hd

Urgency

iagﬂ\icable to Consult requests only)

Default Sort order is by Priority Group, CID/Preferred Date, and Origination Date.

Change Sort: | Default -

Clear Submit Close

Figure 46: Request Query
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3. Click Submit. If the search criteria rules are not satisfied, a Query Rule Validation
dialog box displays.

N 1
i | o

Query Rule Validation

| & Incomplete search criteria selected. Please review the search criteria
W' rules at the top of the window.

oK

1
e - -— o~

Figure 47: Query Rule Validation

Once all search criteria has been selected and the results have been returned, a Request
Query Confirmation dialog displays indicating how many records were found that
satisfied the search criteria.

The current query produced 2 records,
Do you wish to continue?

QK Cancel

e -

Figure 48: Request Query Rule Confirmation

4. Click OK to display the Query results in the Request Management Grid.
5. Click Cancel to remove search criteria and start a new search.

4.9 Settings — User Preferences
A user may now set their own column preferences within a session or as their default view.
From the far right of the Ribbon Bar, select User Preferences Setting Icon.

Current Column order is:
Request Type;
Wait Time;
PT Name;
MRTC;
SSN;
SC Visit;
Telephone;
Priority;
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CID/PreferredDate;
Entered/RR No Date;
Requestor;
Requested By;
Clinic/Service; and
Comment.

i vista Scheduling

State:

, fercent:

—
0| Tesls | system Reports

3/1/1975| New Req.

o | o |

VistA Scheduling for Division: VAMC ONE

_[=]x]

Time Scale [ Date [ Clinic [ Status
MAR 18, 2016@10:00 BEAVER CLINIC  NO ACTION TAKEN
MAR 21, 2016@09:30  BELLYUE CLINIC O ACTION TAKEN

30-Minute ~ EEDS ESCORT

ERNOON

REQUEST TYPE [l

‘ﬂ ON STRETCHER

[**+* WARNING - FFP FLAG ACTIVE *** Print

[* PLEASE NOTIFY YOUR SUPERVISOR ¥

Total Flags = 4

- Erport

K&

Iser Preferences ONDAY HIGH RISK FOR SUICIDE ;l. Refresh =
EMARKS: jser
URGENT  ADDRESS AS FEMALE Query || preferences
{& Select sort order: TESTING TO SEE IF REFRESH IS WORKING. ||| ¢} rvicaL TRIAL
INFECTIOUS DISEASE |
A Column [_Fiter_[ sort order| Special Needs/Preferences Patient Flags Mobile Requegigms™ols || Settings |

}KEquEir TYPE Y‘

DATE V‘ CLINIG/SERVICE Y‘ MKTC‘ SSN

‘ SCVisit V‘TELEPHOM%W‘ ENTERED/RR NO DATE V| REQU “

890-65-4321 456-9012

08/24/2015 FRO!

—

[ U

__—

[ ot

WAIT TIME r
EWL 4l o name CARDIOLOGY
‘ gl CID/PREFERRED DATE r
U D E D CLINIC/SERVICE r
. Noven| RTC
Sun Mon Tue IOV
° 31 1 SCVISIT r

8 TELEPHONE

15 PRIORITY -
ENTERED/RR NO DATE r
REQUESTOR

REQUESTED BY

P19 19 111 A P

COMMENT

T

aaaaa ult Views

Clinic Schedules

Provider Schedules

Clinic Groups

Lrstart| 3, B 5 ﬂl
Figure 49: Settings — User Preferences

Filters on the following fields are also available:

Request Time

Wait Time
CID/Preferred Date
Clinic/Service

SC Visit

Priority

Entered/RR No Date

To save your user preferences:

Select the sort order or filters to display.

A iy [ I vosem mR

If you would like to save the selections as your default view, select “Save as Default
View” on the bottom right. If you do not select “Save as Default View,” your selections

will only be applicable to your current session.
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e Select OK to save.

The User Preferences Settings icon displays with green highlight indicating user preferences
have been stored.

To remove any existing user preferences for the user’s default view:

e Click on the User Preferences icon.
e In the User Preferences window, click Clear then click OK to save.

The User Preferences Settings icon will now display without green highlight when no user
preferences have been stored.

i vista Scheduling _[&@[x]
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Figure 50: Settings — Save as Default View
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5 Request Management
5.1 Request Management Procedures

5.1.1 Viewing a Patient’s Existing Requests

1. Logonto VS GUI.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last 4 of SSN (e.g. S1234), click the Search button, and select

the requested patient name. Click Search.
3. Click Search.
4. Select the requested patient name from drop down list.
5. Inthe Request Type dialog box, click Cancel.

-

=

ﬂ Request Type

What type of request is needed?
© APPT
O RECALL

QK Cancel

Figure 51: Request Type

6. In the Request Management grid, view the existing requests for the selected patient.
Patient’s booked appointments display in Pending Appointment Window in the Ribbon
Bar defaulted to current date. Schedulers can scroll up or down to view appointments
dated -/+365 days of current date.

“if VistA Scheduling

=58

TEST ENVIRONMEM

VistA Scheduling for Division: CHEYENNE HEALTH CARE CENTER

i il
M| Tes

i System  Reports
Mame: TEST.CHRISTINE Patient Type:  NSC VETERAN DOEB: 5/25/1976 NewReq. | Time Scale Date Clinic Status « | [wezDs Escort Prir
ON STRETCHER
Gender: F Street Address: 12345 STREET NAME HERE City/State: LOMA LINDACA 15-Minute - DEC TS, 2016@ 1500 CHY CARDIOLOGY ACTREQ/LRECKELIN MORNING Exp
o |
p—— AP (T . . DEC 22, 2016@09:00  ESCLINIC MAX OB3 NO ACTION TAKEN || aFrernoon Ref
View Mode ([ JAN 08, 2017@09:00  VSE ENH1 CLINIC NO ACTION TAKEN/TOL |E ||| REMARKS: Qu
Search: | TEST,CHRISTINE - | search Clear Week JAN 10, 2017@D820  VSE ENHL CLINIC FUTURE TEST OF NEW VERSION
Select Patient Actions || Armangement Pending Appointments Special Needs/Preferences || To
REQUESTTVPE 7| | WAIT TIME All Days ~| | PT NAME T| MRTC SSN SCVisit | TELEPHONE | PRIORITY | CID/PREFERRED DATE 7| ENTERED/RR NG DATE | REQUESTOR| REQUESTE *
APPT E3 TEST CHRISTINE — e w0001 173.1234 T1/04/2016 T1/03/2016 PATIENT | PATIENT
| Viewing records 1 thru 3 of 3 }
RECALL 50 TEST,CHRISTINE N T (909) 123-1234 11/09/2016 11/03/2016 TOUCHET,
Fwi 66 TEST CHRISTINE. | TR5-12-3423 19091 123-1234 12/05/2016 11/03/2016 PATIENT. PATIENT
‘ i v
=T Cs
Figure 52: Request Grid and Pending Appointments
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5.1.2 Adding Appointment Request
1. To submit an appointment request, from Tasks tab search for the patient using the Search

field.
2. Select APPT in the Request Type dialog.
[N Request Type
What type of request is needed?
< apPT
€ RECALL
0K Cancel

Figure 53: Request Type - APPT

Note: If the patient has already been selected, the Request Type dialog can be accessed
by clicking New Req. in the Actions Pane of the Ribbon Bar.

BB vista Scheduling

Tasks System Reports

Name:

IENT A Patient Type:

DOB:

Gender: Street Address: A ST City/State:
Ward: Sve Connected: S 5¢ Percent:
Search:  TEST,INPATIENT A = | Search

Select Patient

New Req.

Actions

Figure 54: Actions Pane—New Req. Selection

3. Inthe Appointment Request dialog box, confirm Patient Information details.
4. Inthe Appointment Request dialog box, complete the Request Information section.

5. Select Clinic or Service/Specialty radio button. For Clinic, enter clinic name (minimum
of six characters) or Clinic abbreviation. For Service/Specialty enter service or specialty
(minimum of six characters required).

e Enter CID/Preferred Date for the preferred appointment/recall date. Enter date
directly or select date from Calendar control option. CID/Preferred Date can be past,
current, or future.

e Select Appointment Type if not defaulted by patient eligibility and clinic selection
then choose from drop down list.

e In Request By, select either Provider or Patient.

e |If Provider selected, then enter provider name (3 character minimum for drop down
to populate) and select from list.
Note: If Patient was selected in Request By field, then Provider field is dimmed and
not editable.

e Status is automatically populated.
a. Established — The patient has been seen at that clinic in the past 24 months.
b. New — The patient has not been seen at that clinic in the past 24 months.
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e Referto Section 6.3.2 Adding Multiple Appointments from Find Appointment
Dialog for additional instructions regarding Multiple Appointment Required check
box options.

- Request Information
% Clinic C Service/Specialty _ClD,l'P:efmed Date: Appointment Type
| =l o =l
Requested By Provider Status
| =l Il [
Multiple Appointments Required |
4

Figure 55: Appointment Request Dialog—Request Information Section

6. If needed, in the Patient Info (Ctrl + P) dialog box, complete the Special Needs/
Preference section. Remarks field is available to add clarifying information regarding
selections made. Selected Special Needs/Preferences and Remarks display in the
Ribbon Bar.

7. Text can be added in the Remarks field up to 80 characters to add information regarding
Appointment Request. Text displays in Request Management Grid under Comment
column.

8. Click OK. Updated demographics display in ribbon bar. The APPT Request appears on
Request Management grid. Clinic Schedule Grid opens for clinic specified in request.

Note: APPT Requests with Comments are flagged with a red arrow in the Request
Management Grid.
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Clinic Schedules < m— = x
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Figure 56: Special Needs/Preferences Section from Patient Info Dialog
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Figure 57: Appointment Request Dialog

5.1.3 Viewing/Editing Appointment Request

If a request (APPT, EWL, Veteran) needs to be reviewed or modified before being booked, you
can View/Edit the request in the Request Grid using the following steps:
1. Logonto VS GUI as a Scheduler.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last 4 of SSN (e.g. S1234), click the Search button, and select
the requested patient name. Click Search.

3. Select the requested patient name from dropdown list.
Note: When Spacebar + Search is used, the Ribbon Bar and RM Grid adjust to that
selected patient.

In Request Type dialog, select Cancel.

In the Request Management grid, right click on the applicable APPT request.
Select APPT/VETERAN Disposition option.

The following options appear for selection:

0 View Request

o Edit Request

o Transfer to EWL — refer to Section 5.1.5 Transfer to EWL Request for a Patient for
instructions

o Death
Removed/Non-VA Care
0 Removed/Scheduled-Assigned

N o ok

o
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0 Removed/VA Contract Care
0 Removed/No longer Necessary

o Entered in Error

8. Select View Request. The Appointment Request dialog box appears with everything
greyed out as the dialog box is Read-Only.

Patient Information

MName
TEST,CHRISTIME
Gender

Female
Onginating User
KRON, CAROLYN 5§
Race

ASIAN

Country

United States

Bad Address?

Special Meeds/Preferences

| Gender Specific Provider

Language Preference

| On Stretcher

Remarks:
Request Information
Clinic () Service/Specialty

CHY EMERGENCY ROCM

Requested By
PATIENT

Multiple Appointments Required

W

E.Appoinilmen’l- Request far TEST, CHRISTINE

DOoB
5/25/1876

Institution

CHEYENNE VAMC

Priority Group

Address

12345 STREET NAME HERE

Phone (residence)

009-123-1234

Hearing Impaired

Meeds Escort

Special Mode of Transportation

TEST OF NEW VERSION

MNOTE: Ctrl-p to Edit the Patient Information / Special Needs / Preferences

CID/Preferred Date:

11/4/2016

Prowider

Figure 58: View Request (Read Only)
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9. Click OK. You return to the RM Grid.
10. Right click on the applicable APPT request.
11. Select APPT/VETERAN Disposition option.
12. The following options appear for selection:
0 View Request
o Edit Request

o Transfer to EWL — refer to Section 5.1.5 Transfer to EWL Request for a Patient for
instructions

Death

Removed/Non-VA Care
Removed/Scheduled-Assigned
Removed/VA Contract Care
Removed/No longer Necessary
o0 Entered in Error

O O 0O 0O o©o

13. Select Edit Request. The Appointment Request and Patient’s Eligibility Information
dialog displays.

i vista Scheduling _[=]x]
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Figure 59: Edit Request (Request Information Only)

The editable fields are Clinic/Service Specialty; Appointment Type; Requested By; Provider, and
Comments. CID/Preferred Date is NOT editable.

14. Click OK. The request returns to the RM Grid with the altered information listed.

VistA Scheduling Enhancements (VSE) 46 January 2017
VS GUI User Guide



Note: If you change the request for a Clinic to a Service/Specialty request, the
Appointment Type field becomes editable. Also, changes to the APPT Request are
tracked by the system in the SDEC APPT REQUEST file.

5.1.4 Disposition or Removing an Appointment Request

If an APPT request is found to no longer be needed, Scheduler can remove from Request Grid
following the steps below.

1. Logonto VS GUI as a Scheduler.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last 4 of SSN (e.g. S1234), click the Search button, and select
the requested patient name. Click Search.

3.
4. Click Search.
5. Select the requested patient name from drop down list.
6. In Request Type dialog, click Cancel.
7. In the Request Management grid, right click on the applicable APPT request.
8. Select APPT/VETERAN Disposition option.
9. The following options appear for selection:
o Transfer to EWL — refer to Section 5.1.5 Transfer to EWL Request for a Patient for
instructions
o0 Death
o0 Removed/Non-VA Care
0 Removed/Scheduled-Assigned
0 Removed/VA Contract Care
0 Removed/No longer Necessary
o Entered in Error
il |  APPT/VETERAN Disposition * IHFF-':[;;;;f:Er to EWL
il EWL Disposition Dieath
APPT ] Femoved/Mon-VA Care
Contact Options +
A Right click in APPT Removed/Scheduled-Assigned
1 Request. RemaovedVA Contract Carz
- Femoved/Mo Longer Necessary
Entered in Error

Figure 60: APPT/Veteran Disposition Options

10. Select the applicable APPT Disposition option. APPT Request is removed from Request
Management Grid.
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5.1.5

Transfer to EWL Request for a Patient

If an appointment cannot be scheduled because of limitations, the patient is put on an Electronic
Wait List (EWL) for future scheduling. Use the following procedures to transfer an APPT
Request to an EWL Request.

1. Logonto VS GUI as a Scheduler.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last 4 of SSN (e.g. S1234), click the Search button, and select
the requested patient name. Click Search.

3. Click Search.

4. Select the requested patient name from drop down list.

5. Inthe Request Type dialog box, click Cancel.

6. Inthe Request Management grid, view the open APPT Requests for the patient.

7. Select the APPT request that needs transferred to EWL.

8. Right click the APPT request and select APPT/VETERAN Disposition.

9. Inthe APPT/VETERAN Disposition options, select TRANSFER TO EWL. The EWL
Request dialog box displays.

Note: The Transfer to EWL option is not available for Multiple Return To Clinic (MRTC)
appointments nor is it available for users that do not have the SDWL MENU Security
Key.

10. Confirm Clinic defaulted in dialog. If not, search for and select appropriate Wait List
Clinic by name. Note that searching by clinic abbreviation is not supported in the EWL
Request dialog.

Note: Clinic does not default if not designated as Wait List Clinics in SD Wait List
Parameter (File #409.32).

11. CID/Preferred date and Status are not editable.

12. Appointment Type is defaulted from APPT Request. If a patient is a Veteran and the
Service Related box is checked, the Appointment type defaults to Service Connected. This
puts the EWL request in a higher priority than other EWL requests.

13. Requested By and Provider are populated froom the original APPT request but are
editable.

14. Enter Comments as appropriate.

15. Click OK. The request grid shows requests of the selected patient. The newly added
request is selected. The calendar defaults to the desired date and shows the clinic
schedules.
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Figure 61: EWL Request Dialog

5.1.6  Disposition or Removing a Patient from the EWL

If a patient is on the EWL for an appointment or a consult, and information is received that the

patient no longer needs the appointment, EWL request can be removed and no longer appears in
the Request Management Grid.

To disposition or remove the EWL Request, follow the below steps:

1.
2.

Log on to VS GUI as a Scheduler.

In the Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last 4 of SSN (e.g. S1234), click the Search button, and select
the requested patient name. Click Search.

Click Search.

Select the requested patient name from drop down list. The patient must have an existing
EWL request.

In the request grid, right click on the desired EWL request and select EWL Disposition.
The following EWL Disposition options are available for selection:

Death

Removed/Non-VA Care

Removed/Scheduled-Assigned

Removed/VA Contract Care

Removed/No longer Necessary

Entered in Error

Transferred

O O O 0O 0O O oo
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The EWL Request is removed from the RM Grid and the next APPT Request is moved up
and highlighted.

5.1.7 Adding Recall Request
Use the following procedure to add a new Recall request for a patient.

1. Logonto VS GUI as a Scheduler.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last 4 of SSN (e.g. S1234), click the Search button, and select
the requested patient name. Click Search.

3. Click Search.
4. Select the requested patient name from drop down list.
5. Inthe Request Type dialog box, select RECALL and click OK.

What type of request is needed?
 APPT
# RECALL
0 Cancel

Figure 62: Request Type—RECALL

6. Enter a Recall Date. Enter the date the provider requested.
7. Enter a Recall Date (per patient). Enter the date the patient prefers.
8. Enter a Recall Appt Type.

e Follow up
e Consultation
e Routine

e Evaluation
9. Check Fasting if patient needs to be fasting for the appointment.
10. Enter the Length of the Appointment.

11. Select Clinic (Clinic can be searched by Clinic Name with 6 character minimum or by
Clinic abbreviation with 4 character minimum).
Note: Clinic does not appear for selection if Recall Reminders Letter is not defined for the
clinic.

12. Select Recall Provider (3 character minimum).

13. Enter a Comment.

14. View the Special Needs/Preferences window by entering Ctrl + P for the Patient Info
dialog box and add or edit preferences as appropriate.

15. Click OK. The request grid shows requests of the selected patient. The newly added
request is selected. The calendar defaults to the desired date and the selected clinic and
defaults, and shows the clinic schedules.
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16. View the Special Needs/Preferences window in the ribbon bar to confirm it is updated.
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Figure 63: Recall Appointment Request Dialog

5.1.8 Viewing/Editing Recall Request

ARNTINERE O GATE 7 BECLETION BECUETRTE 8v

If a Recall request needs to be reviewed or modified before being booked, you can View/Edit the

request in the Request Grid using the following steps:
1. Logonto VS GUI as a Scheduler.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last 4 of SSN (e.g. S1234), click the Search button, and select

the requested patient name. Click Search.
3. Click Search.
Select the requested patient name from drop down list.

>

Note: When Spacebar + Search is used, the Ribbon Bar and RM grid adjust to that

selected patient.
In Request Type dialog, select Cancel.

Select Recall Disposition option.

The following options appear for selection:
o View Request

Edit Request

Failure to respond

Moved

Deceased

O N oo

O O O O
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o Doesn’t want VA services
0 Received care at another VA
o Other
i VistA Scheduling B

)
M7 Tesis | system Reports

VistA Scheduling for Division: CHEYENNE HEALTH CARE CENTER TEST ENVIRONMENT

Narme: Patient Type: DOB: New Req. || Time Scale Date Clinic Status Print
Gender: Street Address: City/State: 30-Minute - Export Q
‘Ward: Svc Connected: Sc Percent:
View Mode Pm'User
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st 5
Select Patient Pendins intments Special Needs/Preferences Settings
REQUEST TYPE Y‘ WAIT TIME >=90 D... = | BT NAME Y| MRTC‘ 55N ‘ SCVisit Y‘ TELEPHONE ‘ PRICRITY Y‘ CID/PREFERRED DATE | ENTERED/RR NO DATE Y‘ quussmn| REQUESTE *
RECALL 2602 MCMAHILL MARCE| Ep— . = 521-65-3380 (666) 666-6666 12/09/2009 12/09/2009 CINOTTO,
APPT/VETERAN Disposition
RECALL 2595 MAURERSONIAAR X 521-57-8083 (777 T73-7777 12/16/2009 12/16/2009 BARCELLO
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Edit Request
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Failure to respond

Moved
5016 17 18 19 20 21
2 u 35 2 7 B8 Deceased
20 3w w1 2 3 4 Doesn't want VA services
5 6 7 8 9 10 11 Received care at another VA
Clinic Schedules < Other

(Select 2 Clinic)

[clinic Schedules| provider Schedules  ~
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Figure 61: Recall Disposition Dialog

9. Select View Request. The Recall Request dialog box appears with everything greyed out
as the dialog box is Read-Only.
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# | Hecall Hegquest tor MLMAHILL, MARLEL LIAVIL CA
Patient Information il
Marne DOEB 55N
MCMAHILL MARCEL DAVID 10/4/1947 521-65-3380
Gender Institution Criginating Date
Male CHEYENNE VAMC 12/09/2009
Criginating User Priority Group Ethnicity
KRON,CAROLYM S HISPANIC OR LATINO
Race Address City State Zip Code
DECLINED TO AMSWER 1643 MESA DRIVE SANTA ANA CA 92708
Country Phone (residence) Phone (work)
United States (666) 666-6666 NOME
Bad Address?
Special Needs/Preferences 3
Time of Day
Gender Specific Provider Hearing Impaired AM Only PM Only Both
Language Preference Needs Escort Day of Week
Monday Tuesday Wednesday
On Stretcher Special Mode of Transportation Thursday Friday
Remarks:
NOTE: Ctrl-p to Edit the Patient Information / Special Needs / Preferences
Recall Information
Recall Date™ 12/9/2009 Recall Date (Per Patient): | Enter date
Recall Appt. Type:* | Semi-Annual Exam Fasting: Length of Appt: | 15
Clinic: Recall Provider | cINOTTO,REUBEN L L
Comment: | & MO FU NO LAB -
oK Cancel
il =l —
Figure 62: Recall Appointment View Request Dialog
10. Click OK. You return to the RM Grid.
11. Right click on the applicable Recall request.
12. Select Recall Disposition option.
13. The following options appear for selection:
o View Request
o Edit Request
o Failure to respond
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Moved

Deceased

Doesn’t want VA services
Received care at another VA
Other

O O O O

o

14. Select Edit Request. The Recall Request dialog displays.

T VistA Scheduling

=R
VistA Scheduling for Division: CHEYENNE HEALTH CARE CENTER
[ L@8
M7 Tesis | system Reports
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Figure 63: Recall Disposition Dialog
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B Hecall Kequest tor MLMAHILL MARLEL LIAVIL e

Patient Information -

Mare DOE 55N

MCMAHILL MARCEL DAVID 10/4/1847 521-65-3380

Gender Institution Crriginating Date

Male CHEYENME VAMC 12/09/2009

Criginating User Priority Group Ethnicity

KRON,CAROLYM S HISPANIC OR LATINO

Race Address City State Zip Code
DECLINED TO ANSWER 1643 MESA DRIVE SANTA ANA CA 92708
Country Phone (residence) Phone (work)

United States (666) 666-6666 MNOME

Bad Address?

m

Special Needs/Preferences

Time of Day
Gender Specific Provider Hearing Impaired AM Only PM Only Both
Language Preference Needs Escort Day of Week
Monday Tuesday Wednesday
On Stretcher Special Mode of Transportation Thursday Friday
Remarks:

MNOTE: Ctrl-p to Edit the Patient Information / Special Needs / Preferences

Recall Information
Recall Date™ 12/9/2009 Recall Date (Per Patient): | Enfer dote
Recall Appt. Type:* | Semi-Annual Exam VI Fasting: [[] Length of Appt: 15
Clinic: ~ Recall Provider ciNOTTO REUBEN L - B
Comment: 0 MO FU NO LAB -
OK Cancel
Wl =l — Tl

Figure 64: Recall Appointment Edit Request Dialog

The editable fields are Recall Appt. Type, Fasting, Length of Appt, Clinic, Recall Provider,
and Comment. Not the Recall Date and Recall Date (Per Patient) are not editable.

15. Click OK. The request returns to the Request Grid with the altered information listed.

5.1.9 Disposition or Remove Recall Request
Perform the following procedure to cancel or delete a Recall request.
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1. Logonto VS GUI as a Scheduler.

In the Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last 4 of SSN (e.g. S1234), click the Search button, and select
the requested patient name. Click Search.

Select the requested patient name from drop down list.

In the RM Grid, right click the Recall request and select Recall Disposition. The
following dispositions are available for selection:

Failure to respond

Doesn’t want VA services
Received care at another VA

2.
3. .
4. Click Search.
5.
6.
o)
o Moved
o Deceased
o)
o)
o Other
ll =ns
Recall Desposition 3
Mon Tue Wed Thu Fri

12
15
26

13
20
27

r Crbnde il

Figure 64: Recall Disposition Options

7. From the Recall Comment dialog box, enter the comments as necessary.

21
28

1 2
8 )
15 16
2 &3
29 30

TEST,CHRISTINE

TEST,CHEIZTINE

View Request

Edit Rsqussct

Failure to respond

Hawved

Decensead

Doesn't want VA services
Received care at ancther VA

Other

8. Click OK. The patient is removed from the request grid.

Recall Infarmation

Recall D" 4 Fecall Date [Per Patiest]; 16

Reecall Appt Type:™ | POLLOW-UP | Fastng B Lengthofager: [30

Chinic: Jvse cumac 4 El Recall Frovides [:-::Gn::.smu 3

Kot [cu:-uMEl;'s TESTENG WRITE

1=
[ Cargel

Figure 65: Recall Comment
VistA Scheduling Enhancements (VSE) 56

VS GUI User Guide

January 2017



VistA Scheduling Enhancements (VSE) 57 January 2017
VS GUI User Guide



5.2 Contacting a Patient

A patient may need to be contacted by phone to schedule an appointment. Contact efforts can be
added to the patient record for APPT and EWL requests. They are not viewable in the VS GUI
but are stored in the SDEC APPT REQUEST file.

Note: Once a Contact Option has been processed for a patient it is dimmed in the option and no
longer selectable.

5.2.1 Call Attempt 1

Use the following procedure to document Call Attempt 1 information. Once documented it is
not available for selection in the future.

1. Logonto VS GUI as a Scheduler.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last 4 of SSN (e.g. S1234), click the Search button, and select
the requested patient name. Click Search.

3. Click Search.
4. Select the requested patient name from drop down list.
5. In the Request Type dialog box, click Cancel.

6. In the request grid, right click APPT or EWL request type, and then select Contact
Options. The following Contact Options are available for selection:

o Call Attempt 1
O Letter Sent to Patient
7. Select Call Attempt 1.

| aper ‘ ESTEST,EMS L
AFPT/VETERAN Dispostion ¥
APPT ESTEST.EMS L
EWL I ikion
ARET ESTEST,EMS L
Fl l Contact Options 'l I Call Attempt 1 I Il
| call Disomasition
4 December - 201% Letter Sent o Patieat

Figure 66: Contact Options—Call Attempt 1

8. The Patient Contact dialog displays, accept the default contact date/time or change as
appropriate.
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[N Patient Contact E I

Select Contact Date/Time:

ra2mns B $ 063534 a

Phone Number Contacted (Optional]:

™ Left Meszage

OK Cancel

Figure 67: Patient Contact Dialog

9. Enter phone number that was contacted, if desired.
10. If a message was left, check the Left Message checkbox.
11. Click OK to close the dialog box.

5.2.2 Call Attempt 2

Call Attempt 2 option is not available until after Call Attempt 1 has been completed. Once
documented it is not available for selection in the future.

Use the following procedure to document Call Attempt 2 information:

1. Logonto VS GUI as a Scheduler.

2. From the Tasks tab display, in the Search text box enter the patient’s last name and first
name.

Click Search.
Select the requested patient name from drop down list.
In the Request Type dialog box, click Cancel.
In the request grid, right click APPT or EWL request type, and then select Contact
Options.
7. The following Contact Options are available for selection:
o Call Attempt 2
O Letter Sent to Patient
8. Select Call Attempt 2.

o U~ W
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EVWL Disposition
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Figure 68: Contact Options—Call Attempt 2

9. The Patient Contact dialog displays, accept the default contact date/time or change as
appropriate.

T S |

Select Contact Date/Time:

o325 B | 083534 Q

Phene Number Contacted (Optional):

™ Left Message

0K Cancel

Figure 69: Patient Contact Dialog

10. Enter phone number that was contacted.
11. If a message was left, check the Left Message checkbox.
12. Click OK to close the dialog.

5.2.3 Call Attempt 3

Call Attempt 3 option is not available until after Call Attempt 1 and Call Attempt 2 have been
completed.

Use the following procedure to document Call Attempt 3 information:

1. Logonto VS GUI as a Scheduler.
2. From the Tasks tab display, in the Search text box enter the patient’s last name and first

name.
3. Click Search.
4. Select the requested patient name from drop down list.
5. Inthe Request Type dialog box, click Cancel.
6. Inthe request grid, right click APPT or EWL request type, and then select Contact
Options.
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7. The following Contact Options are available for selection:
o Call Attempt 3
O Letter Sent to Patient
8. Select Call Attempt 3.

APPT ESTEST.,WALK
| - APPTNETERAN Dispasition »

EVVL Disposito

| Contact Optians v ] Atbempt

|  calatempts | S—

Letter Sent to Patient

- [ =N A

Figure 70: Contact Options—Call Attempt 3

9. The Patient Contact dialog displays, accept the default contact date/time or change as
appropriate.

R S |

Select Contact Date)Time:

5/31/2015 B D | 063534 L=

Phone Number Contacted (Optional]:

[T Left Meszage

0K Cancel

Figure 71: Patient Contact Dialog

10. Enter phone number that was contacted.
11. If a message was left, check the Left Message checkbox.
12. Click OK to close the dialog.

5.2.4 Letter Sent to Patient

Letter Sent to Patient is an alternative option for contacting a patient and is available regardless
of the previous Call Attempt Selections. Once documented it is not available for selection in the
future.

Use the following steps to document Letter Sent to Patient:

1. Use Logonto VS GUI as a Scheduler.

2. From the Tasks tab display, in the Search text box enter the patient’s last name and first
name.

3. Click Search.
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4. Select the requested patient name from drop down list.
5. In the Request Type dialog box, click Cancel.
6. Inthe request grid, right click APPT or EWL request type, and then select Contact

Options.

7. Select Letter Sent to Patient.

APFT - ESTEST.ZMSL
APPT/VETERAN Dispostion

AEIT ESTEST,ZM5L
APIT ESTEST,ZMSL
T | Contact dgtions | cdlstenpt1

B Rezall Disgo
| . s | Letter Sent to Patieat |

Figure 72: Contact Options—Letter Sent to Patient

8. The Patient Contact dialog displays, accept the default contact date/time or change as
appropriate.

W ratient Contact I

Select Contact Date)Time:

5131/2015 B D | 063534 L=

Phone Number Contacted (Optional):

™ Left Message

0K Cancel

Figure 73: Patient Contact Dialog

9. Click OK to store Letter Sent to Patient information and close dialog.
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6 Appointment Management
6.1 Adding Appointments

6.1.1 Add Appointment for Appointment Request
1. Loginto VS GUI as a Scheduler.

2. Inthe Tasks tab display, type the patient’s last name, first name in the Search text box,
click Search button, and then select the requested patient name from drop down list.

3. Inthe Request Type dialog box, select APPT and click OK to create new request or
click Cancel for existing request.

Note: Refer to Section 5.1.2 Adding Appointment Request for steps on adding new
APPT Request.

# | Request Type @
What type of request is needed?

@ APPT
RECALL

QK Cancel

Figure 74: Request Type

4. In Request Management Grid, select APPT request. The Clinic Schedule Grid displays
the clinic schedule based upon CID/Preferred date of request. For past dates, the clinic
schedule opens defaulted to current date. For current date (or CID/Preferred date less than
3 days in future), the clinic schedule displays defaulted to current date. For future dates,
the clinic schedule displays -/+3 days of CID/Preferred date.

Note: For newly created APPT request the system automatically highlights APPT request
and Clinic Schedule displays.
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Figure 75: Select APPT Request-Clinic Schedule Grid Display
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5. In Clinic Schedule Grid, select available time slot. Time Slot details display in Time Slot
Viewer.
Note: Refer to Section 7.1.7 Time Slot Viewer for detailed information on Time Slot
Viewer functionality.
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Figure 76: Select Time Slot

6. Right click in time slot. Add Appointment option displays. Create Walk In Appointment
option is only available for selection on current date. It is not available for past or future
CID/Preferred dates.
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Add Appointment

Create Walk-in Appointmeant

Figure 77: Right Click Options—Add Appointment

7. Select Add Appointment.

8. New Appointment dialog displays as well as Patient Eligibility dialog.
e Appointments Tab:

o Patient Information Section displays Name, DOB, SSN, Svc Connected,
Sc Percent, Global Assessment of Function (score) (GAF) (read only), and
Svc Related check box.

0 Appointment information section displays Start Time, Appt Type,
Duration, Clinic and Notes (Appointment Start Time; Duration on for
appointments to Variable Length (VL) Clinics; and Notes are editable
fields). Information can be added pertinent to appointment.

o Appointment Conflicts section displays any appointments already
scheduled that potentially conflict with appointment being added.
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Figure 78: New Appointment Dialog

9. Add any applicable Notes to appointment. Click OK.

VistA Scheduling Enhancements (VSE) 65 January 2017
VS GUI User Guide



10. Print Letter? Dialog displays. Click OK to send Letter to patient. Click Cancel to not
send letter.

Print Letter? | x|

9 Prirt the Patient Letter?

O | Cancel

Figure 79: Print Letter? Dialog

11. Closing Request dialog displays. Click OK.

Closing Request El
o This request will be closed,

Figure 80: Closing Request Dialog

12. APPT Request is removed from Patient Request Management Grid. Next request for
patient is moved up and highlighted.

13. Clinic Schedule closes and next appointments clinc schedule is opened.
14. New appointment displays in Pending Appointment Window in Ribbon Bar.

15. Select appointment from the Pending Appointment window to view the appointment in
the Clinic S chedule Grid. The clinic schedule opens. For past dates, the clinic schedule
opens defaulted to appointment date. For current date (or appointment date less than 3
days in future), the clinic schedule displays defaulted to current date. For future dates, the
clinic schedule displays -/+3 days of appointment date.
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Figure 81: Clinic Schedule Grid—Past Appointment Date Display

For current date (or appointment date less than 3 days in future), the clinic schedule displays
defaulted to current date.

| ;-n E A Puliert Trpm: LI 8 LT T _”_5.\._____1 _____ [ _.Ed_,_lil m’”ﬂ'&"&'ﬁ“' ﬁ'ﬁ-
Santar ¥ Dt dtrans: AR OOT ORROE LA AL RN RIS Do  earee Bt x
| FES 3R MakeERal BN QUMK TTH P BETOM Farin
vt el i L el = Yoo Pk FER B, ihSR0 B GUMERWT RO ACFIOM nTih et
wosk e I T T T
Sewihi | EATESTRATH | tewh Tl ::.'.‘,':’:.'unu wm m =
L Saicel] Pieb g o g Prraley et =t e T, ™ et W, Mgkt Wi
PR et fenin Bl R ) O mem | Clinic Schedule displays current
:m1 uwr TELT PP 2l S——_—N =
eearant o e - appointment date, or
| i I! appointment less than 3 days
" - ) i =
A ) - o _ in future, defaulted as day 1 +
P F 3 4 3 4 |m|ﬂ|m4uuu1: [ gl L] Tireng. Eda!‘fS.
SR T T TR T RO T W | || = [ 24 Wiednsidiey Jf 75 Proriey Mty
T T S - T T E [ b e 8
E:l » u M £ n ¥
2 Eem I==J7 :
a 3
i Sehadhabic 1A e 2 ¥
ES CLIMIC S04F - n
2 L
v e 1L . 3
a 3
H 1
u-vn—u--q-m-- Ctiew Eveakin e Show @ Check in - [k ot

Cem] L B L[

T ol & mmE

Figure 82: Clinic Schedule Grid—Current or less than 3 days in Future Appointment in Clinic
Schedule Display
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For future dates, the clinic schedule displays -/+3 days of appointment date.
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Figure 83: Clinic Schedule Grid--Future Appointment Date in Clinic Schedule Display

6.1.2 Add Appointment for EWL Request
1. Loginto VS GUI as a Scheduler.

2. Inthe Tasks tab display, type the patient’s last name, first name in the Search text box,
click the Search button, and then select the requested patient name from drop down list.

3. Inthe Request Type dialog box, select APPT and then click OK to create new request
or click Cancel for existing request.

Note: Refer to Section 5.1.5 for steps on transferring APPT request to new EWL

Request.
[N rRequest Type
What type of request is needed?
& APPT
" RECALL
0K | Cancel

Figure 84: Request Type

4. In Request Management Grid select EWL request. The Clinic Schedule Grid displays
the clinic schedule based upon CID/Preferred date of request. For past dates, the clinic
schedule opens defaulted to CID/Preferred date. For current date (or CID/Preferred date
less than 3 days in future), the clinic schedule displays defaulted to current date. For
future dates, the clinic schedule displays -/+3 days of CID/Preferred date.
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Note: For newly created Recall request the system automatically highlights APPT
request and Clinic Schedule displays. If EWL is for a service/specialty no grid is
displayed and the clinic must be searched and selected.
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Figure 85: Select EWL Request

In Clinic Schedule Grid, select available time slot. Time Slot details display in Time Slot

5.
Viewer.
Note: See Section 7.1.7 Time Slot Viewer for detailed information on Time Slot Viewer
functionality.
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Figure 86: Select Time Slot

6. Right click in time slot. Add Appointment option displays.

Note: Create Walk In Appointment option is only available for selection on current date.
It is not available for past or future CID/Preferred dates.
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Add Appointment

Create Walk-in Appomtment

Figure 87: Right Click Options—Add Appointment

7. Select Add Appointment.

8. New Appointment dialog contains the following sections:

e Appointments Tab:

o Patient Information section displays Name, DOB, SSN, Svc Connected,
Sc Percent, GAF (read only), and Svc Related check box.

0 Appointment information section displays Start Time, Appt Type,
Duration, Clinic and Notes (Appointment Start Time; Duration on for
appointments to VL Clinics; and Notes are editable fields).

o Appointment Conflicts section displays any appointments already
scheduled that conflict with appointment being added.
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Figure 88: New Appointment Dialog

9. Add any applicable Notes to appointment. Click OK.
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10. Print Letter? Dialog displays. Click OK to send Letter to patient. Click Cancel to not
send letter.

Print Letter? E

9 Print the Patient Letter?

QK | Cancel

Figure 89: Print Letter? Dialog

11. Closing Request dialog displays. Click OK.

Closing Request E

o This request vl be closed,

Figure 90: Closing Request Dialog

12. EWL Request is removed from Patient Request Management Grid. The EWL request is
dispositioned as scheduled. Next request for patient is moved up and highlighted.

13. Clinic Schedule closes and the clinic for the next request displays.
14. New appointment displays in Pending Appointment Window in Ribbon Bar.
15. Select appointment from the Pending Appointment window to view the appointment in

the Clinic Schedule Grid. The clinic schedule opens. For past dates, the clinic schedule
opens defaulted to appointment date.

VistA Scheduling Enhancements (VSE) 71 January 2017
VS GUI User Guide



\gg Tasa | e Rupom
4 T

P L T 11 = ﬂ mwini’wﬁu L]
Gy | RN 8, FRIMEA TERT CLPME AT EICPUHECKES R @ :._
R T, JRUMB LI RN PR CLINE RS
Ll i Phinl R 0, HEL -1 € ¥ bl f: Cpanry.
week heed g Ll B CLBC AT e TR
Sk | ST i s GG Qar AL B LT
" o — e g— Pereiag Bp— )
| recpsesT TR U T T Ceyn - PTRAME T oo s ff reeeee . ~ jren
freca - prpy Ve provsreree Clinic Schedule displays past b
s » FERma T Tr—— appointment date defaultedas "
asrr = BRI L ] AT
. it ST L Py TmEsRI AT da‘f 1+86 days_ oo e
aset 12 BT, | ¢ SHAHI e bt o]
.
e B

L
22
« S ¥ o =T

o -3
L

[roper———

RN PRST QNN
e 1
o e Fooniher Fihndudon | e vk tn s St B Check i [ETDCheck Out

Pam] L 0 & Tiph & mwmm

Figure 91: Past Appointment Date in Clinic Schedule Grid—-EWL Appointment Past Date Display

For current date (or appointment date less than 3 days in future), the clinic schedule displays

defaulted to current date.
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Figure 92: Clinic Schedule Grid—EWL Appointment Current Date
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For future dates, the clinic schedule displays -/+3 days of appointment date.
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Figure 93: Future Appointment Date in Clinic Schedule Grid-EWL Appointment Future Date
Display
6.1.3 Add Appointment for Recall Request

1. Log into VS GUI as a Scheduler.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last 4 of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search.

3. Inthe Request Type dialog box, select Recall and then click OK to create new request or
click Cancel for existing request.

Note: Refer to Section 5.1.7 for steps on adding new Recall Request.

[N Request Type

What type of request is needed?
" APPT
% RECALL

0 Cancel

Figure 94: Request Type

2. In Request Management Grid select Recall request. The Clinic Schedule Grid
displays the clinic schedule based upon CID/Preferred date of request. For past dates,
the clinic schedule opens defaulted to the CID/Preferred date. For current date (or
CID/Preferred date less than 3 days in future), the clinic schedule displays defaulted to
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current date. For future dates, the clinic schedule displays -/+3 days of CID/Preferred

date.

Note: For newly created Recall request the system automatically highlights RECALL
request in Request Management Grid and Clinic Schedule displays.
o
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Figure 95: Select Recall Request

3. In Clinic Schedule Grid, select available time slot. Time Slot details display in Time

Slot Viewer.

Note: See Section 7.1.7 Time Slot Viewer for detailed information on Time Slot Viewer

functionality.
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Figure 96: Select Time Slot

4. Right click in time slot. Add Appointment option displays.
Note: Create Walk In Appointment option is only available for selection on current
date. It is not available for past or future CID/Preferred dates.

. Add Appointment

Create Walk-in Appointment

Figure 97: Right Click Options—Add Appointment

5. Select Add Appointment.
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6. New Appointment dialog contains the following sections:

e Appointments Tab:

o Patient Information Section displays Name, DOB, SSN, SVC
Connected, SC Percent, GAF (read only), and Svc Related check box.

o0 Appointment information section displays Start Time, Appt Type,
Duration, Clinic and Notes (Appointment Start Time; Duration on for
appointments to VL Clinics; and Notes are editable fields).

scheduled that conflict with appointment being added.
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Figure 98: New Appointment Dialog

7. Add any applicable Notes to appointment. Click OK.
8. Print Letter? Dialog displays. Click OK to send Letter to patient. Click Cancel to not

send letter.

Print Lettery

Q Print the Patient Lettar?
| [ concel |

Figure 99: Print Letter? Dialog

ok
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9. Closing Request dialog displays. Click OK.

Closing Request E |

ﬂ This request wil be closed,

[ 1

Figure 100: Closing Request Dialog

Note: The Recall request is not immediately removed from the request grid. The request
is removed when the task “CLEAN UP CLINIC RECALL ENTRIES” has been run and
when the appointment is made within the CLEAN UP DAY SETTING in ENTER/EDIT
CLINIC RECALL SITE PARAMS menu option.

10. Clinic Schedule closes and the clinic for the next request displays.
11. New appointment displays in Pending Appointment Window in Ribbon Bar.
12. Select appointment from the Pending Appointment window to view it in Clinic

Schedule Grid. The clinic schedule opens. For past dates, the clinic schedule displays
defaulted to appointment date.
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Figure 101: Past Appointment Date in Clinic Schedule display—Past Date Appointment
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For current date (or appointment date less than 3 days in future), the clinic schedule displays
appointment date as day 1 + 6 days to current date.
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Figure 102: Clinic Schedule Display—Current Date Appointment

For future dates, the clinic schedule displays -/+3 days of appointment date.
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Figure 103: Future Appointment Date in Clinic Schedule Display—Future Date Appointment

6.1.4 Add Appointment for Consult Request
1. Loginto VS GUI as a Scheduler.
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2. Loginto VS GUI as a Scheduler.

3. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s

first initial of last name and last 4 of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search.

4. In the Request Type dialog box, click Cancel and select existing Consult.
Note: Consult requests are added from CPRS.

-

E Request Type @
What type of request is needed?
@ APPT
O RECALL

QK Cancel

Figure 104: Request Type

5. In Request Management Grid select Consult Request.

Note: Clinic Schedule does NOT display when selecting Consult request.
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Figure 105: Select Consult Request
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6. From Clinic Schedules, enter clinic name (6 character minimum).
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Figure 106: Clinic Schedules

7. In Clinic Schedule displays, left click available time slot. Time Slot details display in
Time Slot Viewer.
Note: See Section 7.1.7 Time Slot Viewer for detailed information on Time Slot Viewer
functionality.
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Figure 107: Select Time Slot

8. Right click in time slot. Add Appointment option displays.
Note: Create Walk-In Appointment option is only available for selection on current
date. It is not available for past or future CID/Preferred dates.

. Add Appointment

Create Walk-in Appointment

I
Figure 108: Right Click Options—Add Appointment

9. Select Add Appointment.

10. New Appointment dialog displays as well as Patient Eligibility dialog.

e Appointments Tab:
o Patient Information Section displays Name, DOB, SSN, SVC
Connected, SC Percent, GAF (read only), and Svc Related check box.
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0 Appointment information section displays Start Time, Appt Type,
Duration, Clinic and Notes (Appointment Start Time; Duration on for
appointments to VL Clinics; and Notes are editable fields).

o Appointment Conflicts section displays any appointments already
scheduled that conflict with appointment being added.
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Figure 109: New Appointment Dialog
11. Add any applicable Notes to appointment. Click OK.

12. Print Letter? Dialog displays. Click OK to send Letter to patient. Click Cancel to not
send letter.

Print Letter?

@ Print the Patient Letter?

« o]

Figure 110: Print Letter? Dialog

13. Consult Request is removed from Patient Request Management Grid. Next request for
patient is moved up and highlighted.

14. Clinic Schedule closes and clinic for the next request displays, if applicable.
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15. New appointment displays in Pending Appointment Window in Ribbon Bar.

16. Select appointment from the Pending Appointment window to view it in the Clinic
Schedule Grid. The clinic schedule opens. For past dates, the clinic schedule opens

defaulted to appointment date.
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Figure 111: Clinic Schedule Display—Consult Past Appointment Date
For current date (or appointment date less than 3 days in future), the clinic schedule displays
defaulted to current date.
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Figure 112: Consult with Current Date or less than 3 days in Future in Clinic Schedule Display

For future dates, the clinic schedule displays -/+3 days of appointment date.
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Figure 113: Consult Future Appointment Date in Clinic Schedule Display
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6.2 Disposition Appointments

6.2.1 Edit Appointment Information
Editing appointment information can be done within the VS GUI.
Perform the following procedure to edit appointment information:

1. Logonto VS GUI as a Scheduler.

2. Inthe Tasks tab display, type the patient’s last name, first name in the Search text box,
click the Search button, and then select the requested patient name from drop down list.

3. In Request Type dialog, click Cancel.

4. Locate the appointment to be edited in the Pending Appointments Window in the Ribbon
Bar.

5. The clinic schedule displays. For past appointment dates, the clinic schedule opens
defaulted to appointment date. For current date (or appointment date less than 3 days in
future), the clinic schedule displays defaulted to current date. For future dates, the clinic
schedule displays -/+3 days of appointment date.

6. In the Clinic Schedule Grid, locate the appointment, right click on the appointment, and
then select Edit Appointment.

Note: See section 7.1.7 for Time Slot Viewer details.

GROUP 1 2/15/2016
I Edit Appointment I
WView Appointment

Cancel Appointment

_,
s

Figure 114: Appointment Right Click Options--Edit Appointment

7. Edit Appointment dialog displays.

8. The only field that is editable is Notes. Make any necessary edits to the appointment
information and click OK
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New GAF Required

— Appointment
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[ | Start Time [ | End Time [

Report: |Patient Letter - Print

Figure 115: Edit Appointment Dialog

6.2.2

OK Cancel

View Appointment Information

Viewing appointment information can be done in the Clinic Schedule Grid in the VS GUI.

Perform the following procedure to view appointment information:

1. Logonto VS GUI.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last 4 of SSN (e.g. S1234), click the Search button, and select
the requested patient name. Click Search.

In Request Type dialog, click Cancel.

4. Locate the appointment to be viewed in the Pending Appointments Window in the Ribbon

Bar.

5. The clinic schedule displays. For past appointment dates, the clinic schedule defaults to
appointment date as Day 1 + 6 days. For current date (or appointment date less than 3 days
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in future), the clinic schedule displays defaulted to current date as Day 1 + 6 days. For
future dates, the clinic schedule displays -/+3 days of appointment date.

6. Inthe Clinic Schedule Grid, locate the appointment, hover over the appointment, and the
appointment details display in the hover box.

MAKING 50ME NOTES. I LIKE TO MAKE
SECRET NOTES ABOUT EVERYBODY ;)

From:  12/17/2016 08:00
To: 12/17/2016 08:30

Status: New

Figure 116: Hover Box Displaying Appointment Details

7. Right click appointment.
8. Select View Appointment.

GROLIP 1 2/15/2016
Edit Appointment

View Appointment I

Cancel Appointment -

Undo Cancel Appointment g

Check In Patient E
Undo Check In Patient
Check Cut Patient

Undo Check Out Patient

_NHHINE

Mark as No Show

Undo NoShow

E
W |
Figure 117: Appointment Right Click Options--View Appointment

9. View Appointment dialog displays. It is in read-only mode. No fields are editable. Click
OK to close View Appointment dialog.
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6.2.3 Cancelling an Appointment
You can cancel an appointment without rebooking it.

1. Logonto VS GUI as a Scheduler.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last 4 of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search. .In Request Type dialog, click Cancel.

In Request Type dialog, click Cancel.
4. Select a scheduled appointment from Pending Appointment Window in Ribbon Bar.

5. The clinic schedule displays. For past appointment dates, the clinic schedule opens
defaulted to appointment date. For current date (or appointment date less than 3 days in
future), the clinic schedule displays defaulted to current date. For future dates, the clinic

schedule displays -/+3 days of appointment date.
6. Select appointment from Clinic Schedule Grid.
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7. Right click and select Cancel.

Edit Appointment
View Appointment

Cancel Appaintment

Uiide Canice :1_‘”:. ntment

Check In Patient b

-
—_

2 Check Out Patient

=
=
I —

Undo NoShow

E |
Figure 119: Appointment Right Click Options--Cancel Appointment

8. Inthe Cancel Appointment dialog box, select a cancellation option:

e Cancelled by Clinic: The original CID/Preferred appointment date defaults to the
patient desired date. The date cannot be edited.

e Cancelled by Patient: The patient CID/Preferred date is available and defaults to
original CID/Preferred date request. You can edit the date to change it.

9. Select Reason for Cancellation from list.
10. Edit CID/Preferred dates if applicable.
11. Add Remarks as needed.

12. Click OK. The appointment is canceled and not rebooked. If the appointment is linked to
a consult, the consult status changes to Active.
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B Cancel Appointment Hmm

~ Appointment Cancelled By ] Remarks (Optional)

& Cancelled by Clinic Add Remarks as needed -

" Cancelled by Patient

Reason for Cancellation [Select one)

APPOINTMENT NO LONGER REQUIRED
CLINIC CANCELLED

CLINIC STAFFING

INPATIENT STATUS

OTHER

PATIENT DEATH

PATIENT NOT ELIGIBLE

SCHEDULING CONFLICT/ERROR.
TELEHEALTH RESCHEDULE

TRANSFER OPT CARE TO OTHER VA

WEATHER
CID{Preferred Date:
=
Print Letter oK Cancel
Figure 120: Cancel Appointment Dialog
13. Appointment displays in Pending Appointment with status of Cancelled by Clinic or
Cancelled by Patient (as applicable).
Date | ainic | Status |~
DEC 24, 2015@13:45 ES CLINIC TTH FUTURE
I DEC 28, 2015@09:20 ES CLINIC 5DAY  CANCELLED BY CLINIC |
x ' TOGT & FUTURE
JAN 05, 2016@09:00 ES CLINIC TTH FUTURE J
JAN 12, 2016@0%:00  ES CLIMIC TTH FUTURE
JAN 19, 2016@0%:45 ES CLINIC TTH FUTURE |
Pending Appointments
Figure 121: Pending Appointment Window—Appointment Status Cancelled by Clinic
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Figure 122: Pending Appointment Window—Appointment Status Cancelled by Patient

14. Clinic Schedule closes.
15. The patient’s appointment request reappears on the request grid for future rescheduling.

16. Select APPT Request and Clinic Schedule displays again.
Note: Time Slot count increases when appointment is canceled.
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Figure 123: APPT Request Returns to Request Management Grid and Time Slot Count Increases

6.2.4 Mark as No Show Appointment
Perform the following procedure to record a no show appointment.
1. Logonto VS GUI as a Scheduler.

2. Inthe Tasks tab display, type the patient’s last name, first name in the Search text box,
click the Search button, and then select the requested patient name from drop down list.

3. Inthe Request Type dialog box, click Cancel.
4. From Pending Appointment Window select appointment to mark as no show.
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5. The clinic schedule displays. For past appointment dates, the clinic schedule Clinic
Schedule displays defaulted to appointment date. For current date (or appointment date
less than 3 days in future), the clinic schedule displays defaulted to current date.

6. Select appointment from Clinic Schedule Grid.

7. Right click Appointment.
8. Select Mark as No Show.

Note: “Mark as No Show” is not available to select on future dated appointments.

il Pl
-.\'.
T P
Wt E e Traes
o b |

e E—
Figure 124: Appointment Right Click Options—Mark as No Show

9. Mark as No Show dialog displays.

B ok as o Show M= E3 '
— Deseription

Use this panel b mark &5 sppsintment 34 & no-ghow. To phnt & Ao-thew
leftter, click the Button below.

Print Latter i3 Cangel

Figure 125: Mark as No Show Dialog

10. Click OK.

11. Appointment displays in red in Clinic Schedule Grid and Time Slot Viewer.
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Figure 126: Clinic Schedule Display—-No Show Red

12. Status in Pending Appointment Window in Ribbon Bar changes to No Show.
13. Request returns to Request Management Grid for patient.

Date Clinic Status 4
DEC 15, 2016@19:00 CHY CARDIOLOGY ACT REQ/CHECKED IN
DEC 22, 2015@09:00 ESCLINIC MAX OB3 MO ACTION TAKEN
JAN 08, 2017@09:00 WSE ENH1 CLIMIC MNO-SHOW £
JAN 10, 2017@08:30 WSE ENH1 CLINIC FUTURE -

Pending Appointments

Figure 127: Pending Appointment Window—-Appointment Status No-Show

6.2.5 Undo No-Show Appointment

If a patient is recorded as a no-show but arrives in time to be seen, a previously recorded no
show can be undone. Perform the following procedure to undo a no-show appointment.

1. Logonto VS GUI as a Scheduler.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last 4 of SSN (e.g. S1234), click the Search button, and select
the requested patient name. Click Search.

3. In Request Type dialog, click Cancel.

4. In the Pending Appointments Window in Ribbon Bar, locate the No Show appointment to
undone.

5. The clinic schedule displays. For past appointment dates, the clinic schedule displays
defaulted to appointment date. For current date (or appointment date less than 3 days in
future), the clinic schedule displays defaulted to current date.

6. Right click Appointment.
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7. Select Undo NoShow.
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Figure 128: Appointment Right Click Options—Undo NoShow

8. In Clinic Schedule Grid, the appointment changes from red to purple.

Schedules
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9:00 AM JIE
:15
30
A5

R -

Figure 129: Appointment Clinic Schedule Display—Undo NoShow as Purple

9. Appointment status in Pending Appointment Window changes to No Action Taken.

10. Request closes and is relinked to appointment.
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DEC 24, 2015813145
DEC 25, 2015809:30 ES CLNIC MWF  FUTURE

DEC 28, 2015@09:20 ES CLINIC 50aY  CANCELLED BY CLINIC

DEC 29, 2015208:00 PULMONOLOGY C FUTURE

JAM 03, 2016@209:00 ES CLINIC TTH FUTURE j

ES CLINIC TTH FUTURE

Pending Appoaintments

Figure 130: Pending Appointment Window Undo NoShow-Appointment Status No Action Taken

6.2.6

Checking In a Patient

Perform the following procedure to check in a patient for an appointment.

1. Logonto VS GUI as a Scheduler.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last 4 of SSN (e.g. S1234), click the Search button, and select
the requested patient name. Click Search.

In the Request Type dialog box, click Cancel.
In the Pending Appointments Window in Ribbon Bar, locate the appointment to be
checked in.

5. The clinic schedule displays. For past appointment dates, the clinic schedule Clinic
Schedule opens defaulted to appointment date. For current date (or appointment date less
than 3 days in future), the clinic schedule displays defaulted to current date.

6. Right click Appointment.

7. Select Check In Patient.

Note: Check In is not available for future dated appointments.
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Edit Appointment
Wiew Appointment

Cancel Appointment

Undo Cancel Appointment

Check In Patient

Undo Check In Patient
Check Qut Patient

Undo Check Out Patient
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Undo NoShow
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Figure 131: Appointment Right Click Options—Check In Patient

7. Appointment Check In dialog displays. Edit the check in date and time as needed.

ﬁ' Appointment Check In

Patient Name: |ESTEST,LARRY D

Checkln Time:

12/18/2015 H| @ 08:55:49

]|

Figure 132: Appointment Check In Dialog

8. Click OK. The appointment color changes to yellow, signifying the patient has checked

in for the appointment.
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01/08 09:00-01/08 02:15 [3]
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SSN: 3423 DOB: 5/25/1976
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9:00 AM T
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Figure 133: Clinic Schedule Display—Check In Yellow

9. In Pending Appointment Window in Ribbon Bar, appointment status changes to ACT
REQ/CHECKED IN.

Date Clinic Status 4
DEC 15, 2016@19:00 CHY CARDIOLOGY ACT REQ/CHECKED IN
DEC 22, 2016@09:00 ESCLINIC MAX QB3 MO ACTION TAKEN
[JAM 08 2017@09:00  WSE ENH1 CLINIC ACT REQ/CHECKED IM_| H
JAN 10, 2017@08:30 W5SE ENH1 CLINIC FUTURE -

Pending Appointments (]

Figure 134: Pending Appointment Window—-Appointment Status ACT REQ/CHECKED IN

6.2.7 Undo a Patient Check In

If a patient is checked in by mistake, the check in can be undone.

Perform the following steps to undo a patient check in:
1. Logonto VS GUI as a Scheduler.
2. Inthe Clinic Schedule Grid, select the patient check in that needs to be undone.
3. Right-click and select Undo Check In Patient.
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Wiew Appointment
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Figure 135: Appointment Right Click Options—Undo Check In Patient

4. Appointment changes color display from yellow to purple.

Schedules
VSE ENH1 CLINIC |
01/08 09:00-01/08 09:15 3] | 2,:'| o Day || Week
=
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g
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Figure 136: Clinic Schedule Display—Undo Check In Patient Purple

5. From Pending Appointment Window, appointment status changes to No Action Taken.

Date Clinic Status “
DEC 15, 2016@1%:00 CHY CARDIOLOGY ACT REQ/CHECKED IM
DEC 22, 2016@09:00 ESCLINIC MAX OB3 MO ACTION TAKEN
[JaN 08, 2017@09:00  VSE ENH1 CLINIC NO ACTION TAKEN | E|
JAN 10, 2017@08:30 WSE ENH1 CLINIC FUTURE

-

Pending Appointments

Figure 137: Pending Appointment Window—Appointment Status No Action Taken
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6.2.8 Check Out a Patient
Perform the following procedure to check out a patient.

1. Logonto VS GUI as a Scheduler.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s

first initial of last name and last 4 of SSN (e.g. S1234), click the Search button, and

select the requested patient name. Click Search.

In the Request Type dialog box click Cancel.

4. In the Pending Appointments Window in Ribbon Bar, locate the appointment to be
checked out.

5. Clinic Schedule displays. For past appointment date, Clinic Schedule opens defaulted to
appointment date. For current date (or appointment date less than 3 days in future),
schedule displays defaulted to current date. For future dates, schedule displays -/+3 days
of appointment date.

6. Right click and select Check Out Patient.

Note: Check Out is not available to select if Check In has not been performed.

w

ST CHRIETINE Edit Appointment

View Appointment

Schedules
V5E ENH1 CLINIC

01/08 09:00-01/08 09:15 [3] : Day
t - — Undo Check In Patient
TEST.CHRISTIME 5
SSN: 3423 DOB: 5725/ 1976 m 0 h -
w
=1 | - P
= lo Check Qut Patier
= | 800AM_| o
E 15 lark az Mo She
30 e e
A5 _ Unda NoShar
9:00 AM T =

Figure 138: Appointment Right Click Option—Check Out Patient

7. Update the Appointment Check Out dialog box.

e Confirm the date and time. Edit as needed.
e Check Follow-up Needed, if applicable.
Note:: Check out must be at least 1 minute after check—in.

8. Click OK. The appointment status is changed to ACT REQ/Checked Out in Pending
Appointment Window and the color changes to orange in Clinic Schedule.
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Note: When Scheduler clicks OK, if Follow-up Needed was checked, then the New
APPT Request dialog displays. This APPT Request dialog needs to be completed before
Patient Check Out is complete.

“i1 Appointment Check Out = |[-E-|[5e]

Patient Name: TEST,CHRISTIME

CheckOut Time: | 01/09/2017 = @ | 00:06:43 =

Follow-up Needed [O] | 1/9/2017

Description

Use this panel to check out an appointment.

ok || Cancel |
Figure 139: Appointment Check Out Dialog
Schedules
WSE EMH1 CLINIC
01/08 09:00-01/08 0915 [3) | 7 “ Day || Week
TEST.CHRISTINE 5
SSN: 3423 DOB: 5/25/1376 o 08 Sunday
E
= | 800 AM 4
EEI; 15 4
30 4
A5 1
9:00 AM € 3

Figure 140: Clinic Schedule Display—Check Out Patient Orange

Date Clinic Status “
DEC 15, 2016@19:00 CHY CARDIOLOGY ACT REQ/CHECKED IM
DEC 22, 2016@09:00 ESCUNIC MAX OB3 MNO ACTION TAKEN
|J.-1I'*~.I 08, 2017@09:00 WSE ENH1 CLINIC ACT REQ/CHECKED {]UTl
JAN 10, 2017@08:30  VSE ENH1 CLINIC FUTURE -
Pending Appointments

Figure 141: Pending Appointment Window—-Appointment Status ACT REQ/CHECKED OUT
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6.2.9 Undo a Patient Check Out

If a patient is checked out by mistake, the check out can be undone.

Perform the following steps to undo a patient check out:
1. Logonto VS GUI as a Scheduler.
2. Inthe Clinic Schedule Grid, select the patient check in that needs to be undone.
3. Right click and select Undo Check Out Patient.

T CHRIETINE Edit Appointment
View Appointment
Cancel Appeintment
Schedules Unde Cancel Appointrment
WSE ENH1 CLINIC

Check In Patient

01,08 08:00-01/08 02:15 [3] r)
— Day Undo Check In Patient
TEST,CHRISTIME 5
S —— 0 Check Qut Patient
L
=)
= e [Undo Check Out Patient
= 15
3 :ECI: Mark as Mo Show
A5 Undo MoShow
ol p—
ar A

Figure 142: Appointment Right Click Options—Undo Check Out Patient

4. Appointment changes display from orange to yellow.

Schedules
VSE ENH1 CLINIC |
01/08 08:00-01/08 09:15 [3] > 'I | Day | | Week
TEST.CHRISTINE E‘
SEN- 3423 DOB: 5/25/1976| & 08 Sunday
g
= | 800 AM 4
E 15 4
30 4
45 4
9:00 AM | TC =
15 4

Figure 143: Clinic Schedule Display-Undo Check Out Patient Yellow

5. From Pending Appointment Window, appointment status changes to ACT
REQ/CHECKED IN.
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Date Clinic Status 4
DEC 15, 2016@19:00 CHY CARDIOLOGY ACT REQ/CHECKED IN
DEC 22, 2015@09:00 ESCLINIC MAX OB3 MO ACTION TAKEN
Liap 08 200 7@00:00  WSE EMHI CLINIC ACTREQ/CHECKEDIN | |2
JAN 10, 2017@08:30 WSE ENH1 CLINIC FUTURE -

Pending Appointments

Figure 144: Pending Appointment Window--Appointment Status ACT REQ/CHECKED IN

Note: Undoing the check out will also delete all the encounter information that has been entered
up to this point.

6.2.10 Rescheduling an Appointment

You can cancel an appointment and reschedule it for another time.
1.
2.

7.
8.

Log on to VS GUI as a Scheduler.

In the Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last 4 of SSN (e.g. S1234), click the Search button, and select
the requested patient name. Click Search.

In Request Type dialog, click Cancel.

In the Pending Appointments Window in Ribbon Bar, locate and select the appointment
to be rescheduled.

The Clinic Schedule displays. For past appointment date, Clinic Schedule opens defaulted
to appointment date. For current date (or appointment date less than 3 days in future),
schedule displays defaulted to current date. For future dates, schedule displays -/+3 days
of appointment date.

In Clinic Schedule Grid, select the scheduled appointment, drag and drop it to another
open time slot.

Move Appointment dialog displays.

Click OK to confirm new appointment time.

Move Appointment? E

g Are you sure you want bo move this appointment?

tlews appointment. tme: 12/29f2015 4:00:00 PH

oK | Cancel

Figure 145: Move Appointment? Dialog
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9. Inthe Cancel Appointment dialog box, define the fields as appropriate to cancel the
original appointment.

Note: Refer to Section 6.2.3 Cancelling an Appointment for detailed instructions.

i Cancel Appointment EI@

Appointment Cancelled By Remarks (Optional)

@) Cancelled by Clinic
) Cancelled by Patient

Reason for Cancellation (Select one)

APPCINTMENT NC LONGER REQUIRED
CLINIC CAMCELLED

CLNIC STAFFING

INPATIENT STATUS

OTHER

PATIEMT DEATH

PATIENT NOT ELIGIBLE

SCHEDULING COMNFLICT/ERROR
TRANSFER OPT CARE TO OTHER VA
WEATHER

CID/Preferred Date:

11/28/2016

OK Cancel

Print Letter

Figure 146: Cancel Appointment Dialog

10. Click OK. In Pending Appointment Window in Ribbon Bar, the original appointment is
canceled and a new appointment is created. If the appointment is linked to a consult, the
consult status changes to Scheduled and the cancellation and reschedule are recorded in

the consult.
Date ] Clinic ] Status | ;I
DEC 22, 2015@14:40 FES CLIMICSDAY  FUTURE

B R 1 R ol T S T P S R B ELTLNE
DEC 28, 2015@15:40 ES CLIMIC SDAY CANCELLED BY CLINIC J

DEC 20, 2015@16:00 ES CLIMIC SDAY FUTURE
1l : L |

=

| Pending Appointments

Figure 147: Pending Appointment Window—Appointment Status Cancelled and Future

11. The patient’s appointment request no longer appears on the request grid.

6.3 Multiple Appointment Requests and Appointments
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Multiple Appointment Requests allow the scheduler to create requests and book a series of
appointments at one time for a patient.

6.3.1
1.
2.

Nookr w

Multiple Appointment Request
Log into VS GUI as a Scheduler.

In the Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last 4 of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search.

In the Request Type dialog box, select APPT to create a new request.

Patient’s Eligibility Information dialog displays.

In the Appointment Request dialog confirm Patient Information details.

In the Appointment Request dialog box, complete the Request Information section.

e Select Clinic or Service/Specialty radio button. For Clinic enter clinic name
(minimum of 6 characters required). For Service/Specialty enter service or specialty
(minimum of 6 characters required).

e Enter CID/Preferred Date for the preferred appointment date. Scheduler can enter
date directly or select date from Calendar control option.

e Select Appointment Type if not defaulted by patient eligibility and clinic selection
then choose from drop down list.

e In Request By, select either Provider or Patient.

e If Provider selected then enter provider name (3 character minimum) and select from
list.

Note: If, Patient was selected in Request By field, then Provider field is dimmed and
not editable.

e Status is automatically populated.

a. Established — The patient has been seen at that clinic in the past 24 months
b. New — The patient has not been seen at that clinic in the past 24 months

e Multiple Appointments Required check box is enabled. Click box to enter check
mark.

o0 Number of Appointments Required drop down is visible. Up to 60
appointments can be requested at one time.

o0 Interval Between Appointments (In days) drop down is visible. Up to 30
days between appointments can be requested at one time.

Note: The combination of Number of Appointments Required and Interval Between
Appointments cannot exceed 24 months. If the selected combination does exceed 24
months to complete, when the Scheduler selects OK to complete the Appointment
Request the MRTC Interval/Appt.# Dialog displays, “The combination of requested
appointments and the interval between appointments exceeds 24 months. Please adjust
the number of requested appointments and/or the interval between appointments so that
the combined duration is less than 24 months.” The adjustment must be made before the
Multiple Appointment Request can be completed.
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MRTC Interval/Appt. # E3

The combination of requested appoinktments and the interval betwesn
appointments exceeds 24 months, Please adjust the number of requested
appointrentst andior the inkerval bebween appoinkments so that the
combined duration is less than 24 months,

Figure 148: MRTC Interval/Appt. # Dialog

e Text can be added in Comment field up to 80 characters to add information
regarding Appointment Request. For MRTC Requests the text displays in Request
Management Grid under Comment column after the {Day, Interval} information.

8. Click OK. Find Appointment dialog displays to allow Scheduler to book Multiple
Appointments at one time. See section 6.3.2 for booking appointments from Find
Appointment Dialog.

6.3.1.1 Note Regarding Parent and Child Appointment Requests

When booking Multiple Appointment Requests the scheduler can click Close in the Find
Appointment dialog. If this is done prior to the first appointment in the series being booked the
Parent MRTC Request is placed in the Request Grid with a “P” and check mark in MRTC
Column. The {Day, Interval} requested in the Appointment Request displays in the Comment
column. Any text entered into Comment field of Appointment Request dialog displays in the
Comment column after the {Day, Interval} information. MRTC APPT Requests with Comments
are flagged with a red arrow in the Request Management Grid.

If the scheduler books the first appointment in the series and then clicks CLOSE in the Find
Appointment Dialog the Parent Request displays in the Request Grid. Additionally, the
remaining unbooked appointments display as individual Child MRTC Requests in the Request
Grid with a check mark in the MRTC Column but not a “P”. The appointment placement in the
series as well as the number of total appointments requested display in the Comments column.
Any comments entered in the original MRTC Appointment Request dialog display in each
individual Child Request after the {Day, Interval} information.

Selecting the Parent MRTC Request launches the Find Appointment dialog and the scheduler
can continue booking all remaining appointments for the series from Find Appointment.
However, selecting a Child MRTC Request opens the Clinic Schedule and the Scheduler can
only book the individual appointment following the same steps as adding an appointment for an
APPT Request (refer to Section 6.1.1). The Parent MRTC Request is not removed from the
Request Grid until all appointments in the series have been booked. A Child MRTC Request is
removed from the Request Grid at the time the appointment is booked.
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Figure 149: MRTC Requests displayed in Request Management Grid

6.3.2 Adding Multiple Appointments from Find Appointment Dialog

When Scheduler clicks OK in Appointment Request Dialog with Multiple Appointment
Required checked, the Find Appointment dialog displays to allow Scheduler to book Multiple
Appointments at one time.

1. Inthe Find Appointment dialog the following information is displayed:

e Calendar in upper left corner. The CID/Preferred date entered in Appointment
Request is highlighted.

e The Clinic is defaulted in drop down field from Appointment Request in Resources
Section in the upper middle pane of Find Appointment dialog. This field is editable
and Clinics can be switched between appointments as needed.

e Patient’s Time of Day and Day of Week preferences are defaulted in upper right
pane of Find Appointment dialog. These can be edited/adjusted as needed.

e The CID/Preferred date entered in Appointment Request is displayed under the Time
of Day and Day of Week preferences in Find Appointment dialog with tag labeled
Original CID:. This is data not editable.

e Search button is available if availability needs recalculated due to date or clinic
changes.

e Multiple Appointment Required information is defaulted from Appointment
Request in middle of Find Appointment dialog. This information is not editable.

e CID drop down displays list of unbooked appointment dates. These dates are
calculated based upon the original CID/Preferred Date + Number of Appointments +
Interval Between Appointments.

e For clinics with special instructions defined, the Special Instructions Button
displays in Search Results section of Find Appointment dialog. When clicked, a
Special Instruction dialog displays with the defined information available to review.

e The clinic’s appointment length, variable length, and Max Overbook settings
display in label in Search Results section.

e In Search Results section, availability results display -/+ 3 Days of CID date for

future dates. For current CID dates availability display Day 1 + 6 Days in Search
Results field.
Note: Time of Day and Day of Week preferences limit availability results.

0 Book Column allows Scheduler to select time slot for booking appointment.
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Start Time Column displays start time of time slot.

End Time Column displays end time of time slot.

Resource Column displays name of Clinic currently selected.

Slots Column displays available time slot count. Slots available for

overbooking display based upon the Scheduler’s security key allowances.
Note: Time Slots do not display if no availability is defined for that time period for
the clinic or overbooking has been reached beyond the Scheduler’s security key
allowances.

e Number of Available Slots: Count displays at bottom of Find Appointment dialog
notifying Scheduler how many slots are displaying as available for the selected CID
date.

e Next and Book buttons are disabled until first Time Slot(s) is selected for booking.

O oO0O0oo

2. Select time slot in Booking Column,
Note: If Clinic DISPLAY INCREMENTS PER HOUR is defined for a count less than
the defined LENGTH OF APP'T then multiple Time Slots may need to be selected to
satisfy the Appointment Booking Requirements and enable the Book Button.

3. Click Book button.
Note: If the selected time slot has reached its defined slot count and scheduler has
appropriate security keys to overbook, then a dialog displays alerting scheduler that
continuing with scheduling appointment will result in overbooking the selected time slot.
Scheduler can click OK to confirm overbooking and continue to New Appointment
dialog.
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Figure 150: Find Appointment Dialog

4. New Appointment dialog displays. New Appointment dialog has one tab:

~

o

Appointments Tab:
o Patient Information Section displays Name, DOB, SSN, SVC
Connected, SC Percent, GAF (read only), and Svc Related check box.
Appointment information section displays Start Time, Appt Type,
Duration, Clinic and Notes (Appointment Start Time; Duration on for

o

(0]

appointments to VL Clinics; and Notes are editable fields).

Appointment Conflicts section displays any appointments already
scheduled that conflict with appointment being added.

Confirm information in New Appointment dialog and add any applicable text to Notes
section. Click OK.
Print Letter? Dialog displays. Click OK to Print the Patient Letter. Click Cancel to close

dialog and not print Patient Letter.

Closing Request dialog displays “This request will be closed.”
Click OK.
First MRTC Appointment is booked. CID date in Find Appointment dialog changes to
next appointment date in series. MRTC Booking Status dialog displays to track
appointments as they are booked. An arrow points to date in MRTC Series that is being
booked and automatically updates as appointments are completed. The following
information displays in the MRTC Booking Status dialog:
CID Date—Calculated by first booked appointment date and Interval Requested.
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e Appointment Date—date selected when booking appointments.
e Resource—Clinic name where appointment was booked.
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Figure 151: Find Appointment Dialog and MRTC Booking Status Dialog

10.
11.
12.
13.

14.
15.
16.
17.
18.

19.

Select time slot for second MRTC appointment in series.

Click Book.

New Appointment dialog displays.

Confirm information in New Appointment dialog and add any applicable text to Notes
section. Click OK.

Print Letter? Dialog displays. Click OK to Print the Patient letter. Click Cancel to close
dialog and not print Patient Letter.

Closing Request dialog displays “This request will be closed.”

Click OK.

Second MRTC Appointment is booked. CID date in Find Appointment dialog changes to
next appointment date in series. Appointment date is added in MRTC Booking Status
dialog for second appointment and arrow progress to next appointment (if applicable).
Once all MRTC Appointments have been booked for the series, the Closing Request
dialog displays, “The Parent MRTC Request will be closed.”

If a clinic has a future inactive date and the CID date falls + 3 days after the Inactivate
Date, a grey label displays in the Search Results section of the Find Appointment dialog,
“There are no slots available. The selected Clinic will be deactivated on {Inactivation
Date}. Please select another clinic and click Search to complete the MRTC request.” To
complete adding appointments for the series, the Scheduler needs to change to an
appropriate clinic in the Resources section with availability and continue adding
appointments for the remainder of the series’ requests.
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Figure 152: Future Clinic Inactivation Date

6.4 Overbooking Appointments
Schedulers can overbook appointments based upon the following rules:

1. The Scheduler must have the SDOB security key to overbook up to the clinic’s Max OB
definition. Schedulers must have the SDMOB security key to schedule beyond the
clinic’s Maximum (Max) Overbook (OB) definition. Schedulers with both overbook
security keys can overbook on any day that has availability defined regardless of the
clinic’s Max OB definition. Schedulers cannot overbook if they are not assigned an
overbooking security key.

2. The Clinic must have availability defined for the day in question. If there is no
availability defined, then Schedulers will not be able to overbook appointments on that
day regardless of the security key assigned to them.

3. Appointments cannot be overbooked prior to the start of the day’s clinic availability.
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6.4.1 Overbooking Appointments with SDMOB Security Key

Schedulers assigned the Scheduling Master Overbook security key (SDMOB) can overbook
anytime outside of clinic availability from clinic start time to 11:59 pm even if the Max
Overbook Limit defined for a clinic has been reached.

Perform the following steps to overbook an appointment with the SDMOB security key:
1. Loginto VS GUI as a Scheduler.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last 4 of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search.

2. Inthe Request Type dialog box, select APPT, and then click OK. to create new request
or click Cancel for existing request.

Note: Refer to Section 5.1.2 Adding Appointment Request for steps on adding new
APPT Request.

[N request Type
What type of request is needed?

5 appT

" RECALL

OK Cancel

Figure 153: Request Type

3. In Request Management grid select APPT request. The Clinic Schedule Grid displays
the clinic schedule based upon CID/Preferred date of request. For past dates, the clinic
schedule opens defaulted to CID/Preferred date as Day 1 + 6 Days. For current date (or
CID/Preferred date less than 3 days in future), the clinic schedule displays defaulted to
current date as Day 1 + 6 Days. For future dates, the clinic schedule displays -/+3 days of
CID/Preferred date.
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Figure 154: Clinic Schedule Display—APPT Request Future CID/Preferred Date

Note: For newly created APPT request, the system automatically highlights APPT
request and Clinic Schedule displays.

4. In Clinic Schedule Grid, select time slot in grey that is within the clinic hours, from clinic
start time to 11:59, or a date/time slot that has existing overbooks.

Note: Clinic Max Overbook limit displays in Clinic Day Event notes.

“ January - 2017 |

Sun Mon Tue Wed Thu Fri Sat NEEENHICUNIC

1 2 3 4 5 6

8 9 10 1 12 13

15 16 17 18 19 20

Doy [ Week || Month | Timeline | 8 - 14 January 2017 | « || # o

08 sunday o9 Monday 10 Tuesday [11 Wednesday (12 Thursday 13 Friday 14 Saturday |
15 min Appt | M: ‘
— : :

samaip 10j5 aw (o

I F— { Select time slot that already has
clncschesles | overbooked appointments
ream e Max Ov_erbook beyond MO limit; or grey slot
Limit Display [, .. o
g «——4 after clinic availability.
S for Clinic. I — . . . —
T Clinic Groups  * |Availab|\ity: Il Unavailable  |__JAvailable [l Overbook Appointments: [@nNew [Jwakin [ NoShow [_JCheckIn [JCheck Out |

Figure 155: Max Overbook Limit

5. Right click in time slot. Add Appointment option displays.
Note: Create Walk In Appointment option is only available for selection on current
date. It is not available for past or future CID/Preferred dates.
Note: Right click options do not display if selected time slot is for a day that has no
availability defined or is prior to the clinic start time.
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6.

Add Appointment

Create Walk-in Appomntment

Figure 156: Appointment Right Click Options—Add Appointment

Select Add Appointment.

Overbook message displays.
Click OK.

New Appointment dialog displays as well as Patient Eligibility dialog.

e Appointments Tab:

o Patient Information Section displays Name, DOB, SSN, SVC
Connected, SC Percent, GAF (read only), and Svc Related check box.

0 Appointment information section displays Start Time, Appt Type,
Duration, Clinic and Notes (Appointment Start Time; Duration on for
appointments to VL Clinics; and Notes are editable fields).

o Appointment Conflicts section displays any appointments already
scheduled that conflict with appointment being added.

i vista Scheduling M view Appointment x| MEIE]
i@l’ |
'Ll! Tasks | System Reports Patient Information
Name: TEST,B0B PatientType:  MILITARY RETIREE  DOB: Name: [TEST,STEVE Print
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. . Refresh
T STl (Y ScPercar| || sve CONNECTED: [VEs sC PERCENT: [55 ==
= QUEY || preferen
oarch | TesT,308 ‘_ — GAF: [New GAF Required| |||
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Start Time: B M | E
REQUEST TYPE Y‘ WAIT TIME il Days - | |P'TNAME me: [RELSOPIN qug’”' R|TELEPHDNE |monrrYV|ENTEREDmnuomTEV|RE
APPT 0 TEST,808 Duration: [ 60 =] cinic: [CArproroGY (909) 705-123¢  GROUPS  12/01/2016 PA
Motes: a
CONSULT &5 TEST,B08 otes Sl eoa) 7051234 Groups | asj2z2016 MA

v

<]
[/l = ==

- P . Schedules Appointment Conflicts

CARDIOLOGY | x
Sun  Mon Tue Wed Thu Fri  Sat Jumn header and drop it b by that column
30 31 1 2 3 4 5 | 29 November - 5 December 2016

Resource V| Patient | Start Time I | End Time i E‘ E

° ! ’ oo > | CARDIOLOGY TEST,STEVE 11/30/2016 11:29:00 AM 11/30/2016 12:29:00 PM [p Saturday 04 Sundzy |05 Monday
13 14 15 16 17 18 19 = = — — v
0 21 2 @ @ 23 % CZ ASH 0900/1130/15( TEST,STEVE 11/30/2016 11:30:00 AM 11/30/2016 12:30:00 PM S
27 28 29 | 30 1 2 3 -]

5 3 7 8 9 10
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Figure 157: New Appointment Dialog — Appointments
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10. Add any applicable Notes to appointment. Click OK.

11. Print Letter? Dialog displays. Click OK to send Letter to patient. Click Cancel to not
send letter.

Print Letter? | x|

9 Print the Patient Letber?

ol | Cancel

Figure 158: Print Letter? Dialog

12. Closing Request dialog displays. Click OK.

0 This request vl be closed,

Figure 159: Closing Request Dialog

13. APPT Request is removed from Patient Request Management Grid. Next request for
patient is moved up and highlighted.

14. Clinic Schedule closes.
15. New appointment displays in Pending Appointment Window in Ribbon Bar.

16. Select appointment from the Pending Appointment window to view it in the Clinic
Schedule Grid. The clinic schedule opens. For past dates, the clinic schedule opens
defaulted to appointment date. For current date (or appointment date less than 3 days in
future), the clinic schedule displays defaulted to current date. For future dates, the clinic
schedule displays -/+3 days of appointment date.

17. Overbook count increases in Clinic Schedule time slot and in Time Slot Viewer. If the
appointment count has filled the time slot, a hover window displays showing the slot
count.
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Figure 160: Clinic Schedule Display--Overbook Appointment

6.4.2 Overbooking Appointments with SDOB Security Key

Schedulers assigned the Scheduling Overbook, SDOB, Security Key can overbook outside of
clinic availability from clinic start time to 11:59pm. They cannot overbook past the Max
Overbook Limit defined for a clinic.

Perform the following steps to overbook an appointment with the SDOB security key:
1. Loginto VS GUI as a Scheduler.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last 4 of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search.

2. Inthe Request Type dialog box, select APPT and then click OK to create new request
or click Cancel for existing request.
Note: Refer to Section 5.1.2 Adding Appointment Request for steps on adding new
APPT Request.

[N Request Type
What type of request is needed?

= APPT
" RECALL

OK Cancel

Figure 161: Request Type

3. Select APPT request in the Request Management Grid. The Clinic Schedule Grid
displays the clinic schedule based upon CID/Preferred date of request. For a past date,
clinic schedule opens defaulted to CID/Preferred date as Day 1 + 6 days. For a current
date (or CID/Preferred date less than 3 days in future), the clinic schedule displays
defaulted to current date as Day 1 + 6 days. For future dates, the clinic schedule displays
-/+3 days of CID/Preferred date.
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Note: For newly created APPT request the system automatically highlights the APPT
request and the Clinic Schedule displays.

B vista Scheduling [_[=]x]
VistA Scheduling for Division: VAMC ONE TEST ENVIRONMENT
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Figure 162: Clinic Schedule Display—APPT Request Future CID/Preferred Date

In Clinic Schedule Grid, select time slot in teal that is within the clinic hours, close of
clinic hours to 11:59, or a date that does not already have existing overbooks.

Note: Clinic Max Overbook limit displays in Clinic Day Event notes.

i R —— L

o r:. w:u ™ ': 'l: S Cmlior P01 A lwmuary FlE 0w =

0 T 1 # m B O ¥ Sty ¥ St LT

nom B ow o= W

b S e Select grey slot '

ped s Max Overbook after clinic

[T i - ; g4 §
Limit Display for availability.
Clinic. L

M Shahdn r-rm|| Cltisw BRI oo Show [ Owck s [0 Choac Ot

Figure 163: Overbook After Hours Time Slot

4. Right click in time slot. Add Appointment option displays. The Create Walk In
Appointment option is only available for selection on current date. It is not available for
past or future CID/Preferred dates.
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Note: Right click options do not display if selected time slot is for a day that has no
availability defined, is prior to the clinic start time, or the Max Overbook limit has been
met for the day.

. |
+ I
Add Appointment |

Cresta Wa

Figure 164: Appointment Right Click Options—Add Appointment

5. Select Add Appointment.

6. Overbook message displays.

Theewe are iy shots avalable st the selacted time, Do you want o
crverboolk this appoinkment ?

* |[Coma]

Figure 165: Overbook Confirmation Dialog

7. Click OK.

8. New Appointment dialog displays as well as Patient Eligibility dialog.

e Appointments Tab:

o Patient Information Section displays Name, DOB, SSN, SVC
Connected, SC Percent, GAF (read only), and Svc Related check box.

0 Appointment information section displays Start Time, Appt Type,
Duration, Clinic and Notes (Appointment Start Time; Duration on for
appointments to VL Clinics; and Notes are editable fields).

o0 Appointment Conflicts section displays any appointments already
scheduled that conflict with appointment being added.
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Figure 166: New Appointment Dialog

9. Add any applicable Notes to appointment. Click OK.
10. Print Letter? Dialog displays. Click OK to print Patient Letter. Click Cancel to exit

dialog and not print Patient Letter.

Q Print the Patient Letter?

=

Figure 167: Print Letter? Dialog

)4

11. Closing Request dialog displays. Click OK.

Closing Request

ﬂ This request will be closed,

[Ecem]
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Figure 168: Closing Request Dialog

12. APPT Request is removed from the Patient Request Management Grid. Next request for
patient is moved up and highlighted.

13. Clinic Schedule closes.
14. New appointment displays in Pending Appointment Window in Ribbon Bar.

15. Select appointment from the Pending Appointment window to view it in the Clinic
Schedule Grid. The clinic schedule opens. For past dates, the clinic schedule opens
defaulted to appointment date. For current date (or appointment date less than 3 days in
future), the clinic schedule displays defaulted to current date. For future dates, the clinic
schedule displays -/+3 days of appointment date.

16. Overbook count increases in clinic schedule time slot and in Time Slot Viewer. If the
appointment count has filled the time slot, a hover window displays showing the slot
count.
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R A s w4 Clinic Schedule Grid
e TR displays in teal for after
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Time Slot Viewer.
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VSE ENH1 CLINIC

Clinic Schedules |

Provider Schedules

4

Clinic Groups  ~ | ilabil Bl unavai [ Availsble [l Overbook | |Appmmments:

=

Figure 169: Clinic Schedule Display—Overbook Appointment After Hours

6.5 Variable Length Appointment

Scheduling appointments can typically be done in fixed length intervals based upon the clinic
definitions. However, a clinic can be setup as a variable length clinic, allowing a user to schedule
an appointment for an extended amount of time as needed rather than scheduling multiple
appointments.

6.5.1 Identifying a Variable Length Clinic

In order to identify if a clinic is set up for variable length scheduling, perform the following
steps:

1. Logonto VS GUI.

2. From Clinic Schedules, search and select clinic by typing clinic name (6 character
minimum) or by typing clinic abbreviation (4 character minimum).
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Figure 170: Clinic Schedules—Clinic Search

3. The selected clinic’s schedule displays defaulted to current date as Day 1 + 6 days.
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Figure 171: Clinic Schedule Grid

4. To confirm clinic is able to book variable length appointments, view the All Day Event
Bar in Clinic Schedule Grid. A label displays the clinic’s defined appointment length and
max overbooking limit. If the clinic is designated as a variable length clinic, the letters
“VL” display before the appointment length.

| Day | |—-Wnak-—| | Month | | Timeline |

19 Saturday

WL 20 mim Appt | Max OB 1
o S

Figure 172: Variable Length Indicator

6.5.2 Add a Variable Length Appointment
Perform the following steps to add a Variable Length Appointment:
1. In the clinic schedule, select the time slot that the appointment shall begin at.
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2. Right click and select Add Appointment. The New Appointment dialog displays.
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Figure 173: New Appointment Dialog

A iy [ 0 1moavm R

3. Select the Duration drop down box and select the appropriate duration of appointment.
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L] 'i Mew Appointment E
Appointments

Patient Information

Name: | TEST.CHRISTINE |

DOB: | MAY 25,1976 | SSN: | 765123423 |

SVC CONNECTED: | NO '5C PERCENT: | |

GAF:| | [] Sve Related

Appointment

ime: . Appt
Start TIFI'IE. 01;"12,-"2131? 11.00 AM B T}I'FIE: [ REGU LAR - ]

Duration: (20 »|  Clinic| CHY CARDIOLOGY |
20

MNotes: "
g

b

100
120
140

) 180
Appaintment J 4 gp

200
Drag & column h) 220 |3::h.|mn

240
Resource Patient A7 | Start Time [ | End Time 7

Ok || Cancel

Figure 174: Clinic Schedule Display—Multiple Time Slot Selected

4. The New Appointment dialog box appears. Confirm that the appointment duration
reflects the correct amount of time.
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= | New Appointment

Appaintments

Patient Information

MName: | TEST,CHRISTIME

DOB: | MAY 25,1976 S5N:| 765123423
SWC CONNECTED: | jO 5C PERCEMT:
GAF: Sve Related
Appointment
_— - . Appt
Start Time:| 01/12/2017 || 11:00 AM |2 T [REGULAR =
Duration: | 60 '] Chnic: | CHY CARDIOLOGY
Motes: .
m
Appointment Conflicts
Drag a colurmn header and drop it here to group by that colurmn
Resource 3 | Patient [ | Start Time [ | End Time 7
Ok | Cancel

Figure 175: New Appointment Dialog—Variable Length Appointment Duration

5. Click OK. The Print Letter? dialog box displays.
6. Click Cancel. The Closing Request dialog box displays “This request will be closed”.
7. Click OK. New appointment displays in Pending Appointment window.
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8. Select appointment from Pending Appointment window. Clinic Schedule displays with
booked appointment spanning two time slots, indicating a variable length appointment.

“ii VistA Scheduling

-
00| Tasks | system  Reports

VistA Scheduling for Division: CHEYENNE HEALTH CARE CENTER

Name: TEST.CHRISTINE Patient Type:  NSC VETERAN DOE: 5/25/1976 New Req. || Time Scale Date Clinic Status + ||| mEeeDs EscoRT Print]
ON STRETCHER
Gender: F Street Address: 12345 STREET NAME HERE City/State: LOMA LINDA CA S0 Minute - || JANOG 2017@09:00  VSE ENHI CLINIC ACT REQ/CHECKED IN MORNING Expo)
o RO S ) JAN 10, 2017@08:30  VSE ENH1 CLINIC FUTURE AFTERNOON Refrd
View Mode JAN 10, 2017@12:00  VSE ENH1 CLINIC FUTURE EI REMARKS: @13
TEST OF NEW VERSION
. [ TEST CHRISTINE = u “ | JAN 12, 2017@11:00 CHY CARDIOLOGY FUTURE = ||
s ] [sesen :
Select Patient Actions || Arangement || \ Pending Appointments || Special Needs/Preferences || Tool
N\
REQUEST TYPE Y‘ |wmnMEAu Days v| | PT NAME ?| MRTC‘ SSN ‘ SCVisit Y‘ TELE\DNE ‘ PRIORITY Y‘ CID/PREFERRED DATE I | ENTERED/RR NO DATE Y‘ REQUESR)R| REQUESTE
APPT 67 TEST,CHRISTINE 765-12-3423 (909) 1§-1234 11/04/2016 11/03/2016 PATIENT | PATIENT %
RECALL 61 TEST,CHRISTINE b 765-12-3423 (909) 123-\234 11/09/2016 11/03/2016 TOUCHET,
FV‘VI &7 TEST CHRISTINE | s 19091 123-12" \ 120572016 11/03/2016 ! PATIFNT | PATIENT ™
4 »
Ejmjes|m) \ [ sl o
‘ January - 2017 o | \\
Sun Mon Tue Wed Thu Fi  Sat ||| CHYCARDIOLOGY
2 3 4 5 6 7 [ by [ Week ][ Month | Timeine | \ 8 -1aJanuary2017 |« | B o

1
8 9 10 ha i 12 13 14
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22 23 24 25 26 7 28
29 30 31 1 2 3 4

8

08 Sunday o9 Monday 10 Tuesday [11 Ndnesday |12 Thursday 13 Friday 14 Saturday
vLZ0 m'\Nppl | Max OB: 1

1amaip, J015 2w ()
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u 1 1
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Figure 176: Clinic Schedule Display—Appointment Length Extended

6.6 Compensation and Pension (C&P) Appointments

6.6.1 Adding Compensation & Pension APPT Request

1. Loginto VS GUI.

2. Inthe Tasks tab display, type the patient’s last name, first name in the Search text box,
click the Search button, and then select the requested patient name from drop down list.

Select APPT Request Type.

Complete APPT Request dialog. Refer to Section 5.1.2 Adding Appointment Request for
instructions on completing APPT Request dialog.

Select appropriate Clinic for Compensation and Pension appointment.
Enter CID/Preferred Date.

In Appointment Type drop down, select Compensation & Pension.
Click OK.

APPT Request is displayed in patient’s Request Management Grid.

e

© o N o O
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6.6.2 Add Compensation & Pension Appointment for Pending 2507
Request NOT Previously Linked to Appointment

1. Loginto VS GUI.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last 4 of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search.

In Request Type click Cancel.
In Request Management Grid, select pending C&P APPT Request.
In Clinic Schedule Grid, left click open time slot.

o o &~ w

Right click, select Add Appointment.
Note: Create Walk-In Option is available if current day is selected in Clinic Schedule.

~

New Appointment dialog displays.

8. Confirm Appointment Type is listed as Compensation & Pension. If not, select from drop
down list.

9. Add any applicable appointment information to Notes section.
10. Click OK.
11. Dialog displays:

e ————— |

AMIE C2P EXAM TRACKING recard updated.

Ik

Figure 177: AMIE C&P EXAM TRACKING Record Updated

Note: If patient did NOT have pending 2507 Request on file a dialog displays:

‘¥ou have made a C&P appointment for a patient who has no pending 2507
request!

Figure 178: C&P Appointment for Patient with No Pending 2507 Request

12. Click OK.
13. Print Letter? Dialog displays.
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14.

15.

16.
17.

Click OK to print Patient Letter. Click Cancel to exit out of dialog and not print patient
letter.

Closing Request Dialog displays:
“This request will be closed."
Click OK.

New C&P Appointment displays in Pending Appointment window. AMIE Tracking Link
is updated.

6.6.3 Add Compensation & Pension Appointment for Pending 2507
Request Already Linked to Appointment NOT Due to
Cancellation

1. Loginto VS GUI.

2. Inthe Tasks tab display, type the patient’s last name, first name in the Search text box,
click the Search button, and then select the patient name with pending C&P APPT
Request from drop down list.

3. In Request Type click Cancel.

4. In Request Management Grid, select pending C&P APPT Request.

5. In Clinic Schedule Grid left click open time slot.

6. Right click, select Add Appointment.

Note: Create Walk-In Option is available if current day is selected in Clinic Schedule.

7. New Appointment dialog displays.

8. Confirm Appointment Type is listed as Compensation & Pension. If not, select from drop
down list.

9. Click OK.

10. Comp & Pension Requests dialog displays with the following information:

e Name: Veteran name
e Request Date: Date 2507 Request created
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EN Comp & Pension Requests —|Of *
Plzase select 3 Compensation and Pension Request.
Mame | Request Date
ESTEST,EMS L Jan 07, 2016@07:49:57
Jl | [
0K
v

Figure 179: Comp & Pension Requests Dialog

11. Select appropriate 2507 Request from list.
12. Click OK.

13. Comp & Pension Request displays with option to select Yes or No:

Comp & Pension Request

This 2507 already has appointments, Is this appointment due to a

cancellation?

Yes Mo

Figure 180: Comp & Pension Request Due to Cancellation Dialog

14. Click No.
15. Dialog displays:
I, < |

AMIE CRP EXAM TRACKING record updaked,

Ik

Figure 181: AMIE C&P EXAM TRACKING Record Updated
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16. Click OK.
17. Print Letter? Dialog displays.

18. Click OK to print Patient Letter. Click Cancel to exit out of dialog and not print Patient

Letter.

19. Closing Request dialog displays: “This request will be closed.”

20. New C&P Appointment displays in Pending Appointment Window. AMIE Tracking

6.6.4

IS

~

9.

Link is updated.

Add Compensation & Pension Appointment for Pending 2507
Request due to Clinic Cancellation

Log into VS GUI.

In the Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last 4 of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search.

In Request Type click Cancel.
In Request Management Grid, select pending C&P APPT Request.
In Clinic Schedule Grid, left click open time slot.

Right click time slot, select Add Appointment.
Note: Create Walk-In Option is available if current day is selected in Clinic Schedule.

New Appointment dialog displays.

Confirm Appointment Type is listed as Compensation & Pension. If not, select from drop
down list.

Click OK.

10. Comp & Pension Requests dialog displays with the following information:

e Name: Veteran name
e Request Date: Date 2507 Request created
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EN Comp & Pension Requests

Plzase select 3 Compensation and Pension Request.

—|Of =

Mame | Request Date

ESTEST,EMS L Jan 07, 2016@07:49:57

4|

Figure 182: Comp & Pension Requests Dialog

11. Select appropriate 2507 Request from list.
12. Click OK.

13. Comp & Pension Request displays with option to select Yes or No:

Comp & Pension Request

This 2507 already has appointments, Is this appointment due to a
cancellation?

Yes Mo

Figure 183: Comp & Pension Request Due to Cancellation Dialog

14. Click Yes.

15. Comp & Pension Appointment Links dialog displays with the following information and

OK or Cancel is available to select with the following information:

e Initial Appointment Date
e ClockStop Appointment Date
e Current Appointment Date
e Clinic Name
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| ﬂ Comp & Pension Request Appointment Links !EI X

Please select a Compensation and Pension Request Appointment Link.

Initial Appt | ClockStop Appt | Current Appointment | Clinic
MAR 23,2016811:00 MAR. 23,2016@11:00 FEE 24,2016@08:15 C&P CLINIC
I
1] | B
0K Cancel
A
Figure 184: Comp & Pension Request Appointment Links Dialog
16. Click OK.
Note: If Scheduler clicks Cancel instead of OK, the following dialog displays:
-
¥ou have not selected the linked appointment being rescheduled, You may
need ko adjust the link ko the appainkment with the AMIE link management
option bo ensure proper processing time calculation for this 2507,
Figure 185: C&P Appt Links Due to Veteran Cancellation or No Show
17. C&P Appt Links dialog displays with option to select Yes or No:
Is this appointment due ko a veteran requested cancellation ar Mo Show'
Yes Mo
Figure 186: Comp & Pension Due to Cancellation Dialog
18. Click No.
19. Dialog displays:
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Adjusting C&P appointment link for 2507 request dated Jan 07, 2016,
Remember to cancel the appointment For OCT 10,2016,

Figure 187: C&P Appointment Link Adjustment Dialog

20.
21.
22,

23.
24,

6.6.5

o ok~ w

Click OK.
Print Letter? Dialog displays.

Click OK to print Patient Letter. Click Cancel to exit out of dialog and not print Patient
Letter.

Closing Request dialog displays: “This request will be closed.”

New C&P Appointment displays in Pending Appointment Window. AMIE Tracking
Link is updated.

Note: Previous appointment linked to 2507 Request must be manually dispositioned.

Add Compensation & Pension Appointment for Pending 2507
Request due to Veteran Cancellation/No Show

Log into VS GUI.

In the Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last 4 of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search.

In Request Type click Cancel.
In Request Management Grid, select pending C&P APPT Request.
In Clinic Schedule Grid, left click open time slot.

Right click time slot, select Add Appointment.
Note: Create Walk-In Option is available if current day is selected in Clinic Schedule.

New Appointment dialog displays.

8. Confirm Appointment Type is listed as Compensation & Pension. If not, select from drop

down list.
9. Click OK.
10. Comp & Pension Requests dialog displays with the following information:
e Name: Veteran name
e Request Date: Date 2507 Request created
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EN Comp & Pension Requests —|Of *
Plzase select 3 Compensation and Pension Request.
Mame | Request Date
ESTEST,EMS L Jan 07, 2016@07:49:57
4| | [
0K
v

Figure 188: Comp & Pension Request Dialog

11. Select appropriate 2507 Request from list.

12. Click OK.
13. Comp & Pension Request displays with option to select Yes or No:

Comp & Pension Request

This 2507 already has appointments, Is this appointment due to a
cancellation?

i Yes Mo

Figure 189: Comp & Pension Request Due to Cancellation Dialog

14. Click Yes.
15. Comp & Pension Appointment Links dialog displays with the following information:

e Initial Appointment Date
e ClockStop Appointment Date
e Current Appointment Date
e Clinic Name
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| ﬂ Comp & Pension Request Appointment Links !EI X

Please select a Compensation and Pension Request Appointment Link.

Initial Appt | ClockStop Appt | Current Appointment | Clinic
MAR 23,2016811:00 MAR 23,2016@11:00 FEE 24,2016@08:15 C&P CLINIC

< |

0K Cancel

|+

Figure 190: Comp & Pension Request Appointment Links Dialog

16. Click OK.
Note: If Scheduler clicks Cancel instead of OK, the following dialog displays:

I ~ 1

¥ou have not selected the linked appointment being rescheduled, You may
need ko adjust the link ko the appainkment with the AMIE link management
option bo ensure proper processing time calculation for this 2507,

Figure 191: Comp & Pension Canceled Appointment Links Dialog Warning

17. C&P Appt Links dialog displays with option to select Yes or No:

C&P Appt Links E<

Is this appointment due ko a veteran requested cancellation ar Mo Show'

Yes Mo

Figure 192: C&P Appt Links Due to Veteran Cancellation or No Show
18. Click Yes.
19. Dialog displays:
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O 1

AMIE CAP EXAM TRACKING record updated,

Ik

Figure 193: AMIE C&P EXAM TRACKING Record Updated

20.
21.
22,

23.
24,

Click OK.
Print Letter? Dialog displays.

Click OK to print Patient Letter. Click Cancel to exit out of dialog and not print Patient
Letter.

Closing Request dialog displays: “This request will be closed.”

New C&P Appointment displays in Pending Appointment Window. AMIE Tracking
Link is updated.

Note: Previous appointment linked to 2507 Request must be manually dispositioned.

6.6.6 Disposition Appointment Linked to Pending 2507 Request

1. Loginto VS GUI.

2. Inthe Tasks tab display, in the Search text box, type the patient’s last name or patient’s
first initial of last name and last 4 of SSN (e.g. S1234), click the Search button, and
select the requested patient name. Click Search.

In Request type click Cancel.

4. In Pending Appointment Window, select pending C&P Appointment linked to pending
2507 Request.

5. In Clinic Schedule Grid, left click appointment.

6. Right click and the following options are available to select:

e Edit Appointment
e View Appointment
e Cancel Appointment

7. Select Cancel Appointment.

8. Cancel Appointment dialog displays. See section 6.2.3 for detailed instructions on
completing Cancel Appointment dialog.

9. Select Appointment Cancelled By.

10. Select Reason for Cancellation.

11. Edit CID/Preferred Date if applicable.

12. Enter Remarks.
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13. Click OK.
14. Dialog displays:

The associated 2507 reguest link has been updated

Figure 194: C&P Cancel Appointment Associated 2507 Request Updated

Note: If C&P appointment was NOT linked to 2507 request, the following message displays
in dialog:

Appointrent MOY 15, 2016@09:00 was not linked to a 2507 request or was
manually rebooked and linked to another appointment, (IF the appoinkment
vaas manually rebooked, vou do not want to auto-rebook, IF the
appointrent was not properly linked, it will need ko be linked with the
AMIEJ&P appaointment link management option,

Figure 195: C&P Cancel Appointment NOT linked to Pending 2507 Request

15. Click OK.

16. Appointment status is updated in Pending Appointment Window. Appointment is
removed from Clinic Schedule. AMIE Link is updated.

6.7 Veteran Appointment Request Scheduling

The Veteran Appointment Request (VAR) Interface provides an interface between the VS GUI and
the VAR appointment request database, including:

e Link the appointment requested in VAR and processed in VistA so that the state of the
appointment in VistA (e.g., cancelled, checked out) can be displayed in the GUI
application.

e View appointment requests within the GUI.
e Communicate or message the Veteran from within the GUI up to a limit of four times.
e Close out requests from within the GUI.

VAR requests are displayed on the Tasks tab display in the Mobile Requests section. A counter,
showing the number of pending mobile requests, also displays in the section.
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Figure 196: Mobile Requests

6.7.1  Scheduling a Mobile Request

Perform the following steps to schedule a mobile request.

1.
displays.

Hi# Mobile Appaintment Requests

E Mobile Request List

Name W 55N T | DOB | Telephone # T | ApptType | Provider [ | visit Type [ Visit Reason [ PDate
[TEST,THREE 543679801 11/11/1971 (304) 555-6197 Primary Care Book appointment with any available provider Office Visit MNew Problem 1/27/2017 AM
DEMO,VISTA 4322349494 7/1/1945  (304) 555-1234

Primary Care | Book appointment with any available provider Phone Call  Routine Follow-up  2/7/2017 PM

VSE,PATIENT FIVE 612408753 12/3/1976 (304) 555-8765 Primary Care  Book appointment with any available provider Office Visit MNew Problem 2/7/2017 PM

| Message [ | Best Time 7 | 2nd Option "7 | 3rd Option T | Facility [

In the Tasks tab display, click on the Mobile Requests button. The Mobile Request List

A= |

9 AM - 11 AM 1/30/2017 AM  1/31/2017 PM  VAMC ONE

1PM-3PM
3pm-aqpy 282017 PM  2/9/2017 PM | VAMC ONE
1PM-3PM
3pM-apy 2&2017PM | 2/9/2017 PM | VAMC ONE

Close

Figure 197: Mobile Request List

2. Click on the mobile request and select Process Request. This locks the request, so that
other schedulers cannot work on the request at the same time. It remains open until the

APPT request is created or an appointment cannot be booked.
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i vista Scheduling (=]

it cchedding fupbistzion NAMCOHE i Mobile Appointment Request Deta..
o
‘11 Tasks System Reports e Mobile Request Details
Name: WASHINGTON,GEORGE Patient Type:  ALLIED VETERAN DOB: 4/1/1846 NewRed. | Tyme scale Date Clinic e [2]| [FEA jiame
MOF
M . G  RehA A AR A NOV 04, 2016@08:3C ZAVALA CLINIC CANCELLED BY CLINIC WASHINGTON, GEORGE
Gender: 1 Street Address: 123 MAIN ST City/State: RCHO STA MARG,CA s0Minute -] ||| NOV 10, 201600813 DIABETES CLINIC  NO ACTION TAKEN RE: e
Ward: Svc Connected: YES S P t: 20 NOV 18, 2016@08:00 CZ CLINIC 240 ‘CANCELLED BY PATIENT 308040146P
o e tonn - © percent View Mode NOV 21, 2016@11:30  ZAVALA CLINIC NO ACTION TAKEN OB
NOV 22, 2016@08:30 ZAVALA CLINIC MO ACTION TAKEN 4/1/1946
n . Week | ||| MOV 23, 2016@08:00 CZ ASH 60-30 CLIN  NO ACTION TAKEN Telephone
Search: | WASHINGTON, GEORGE Search leas NOV 24, 2016@08:00 PULMONOLOGY CLIN HO ACTION TAKEN - (908) 342-2432
, Appt Type
Select Patient Actions Arrangement: Pending Appointments SDI oty Care |
Provider
REQUEST TYPE | WAIT TIME All Days ~| | PT NAME T | CID/PREFERRED DATE T | CLINIG/SERVICE T | MRTC| S5 scvist 7T | TELEPHONE 2:1 PT:’;’;“”WE“‘ is not in the list
EWL 760 WASHINGTON, GEORGE 11/02/2014 REHAB CENTER 308040146P v (909) 765-4532 Office Visit
Visit Reason
EWL 756 WASHINGTON, GEORGE 11/11/2014 CARDIOLOGY 308040146F  (909) 765-4532 EE::'"E Follov-up
M Request Type -
EWL 756 WASHINGTON, GEORGE — b 308040146P | (909) 7654532 11/20/2016 AM
What type of request is needed? , Message
. @ apeT Best Time
» 1PM-3PM
© RECALL 11AM-1PM
3PM-4PM
. December - 2016 T et 9 AM - 11 AM
PULMONOLOGY CLINIC s Cancel 2nd Option
Sun  Mon Tue Wed Thu Fri  Sat 11/22]2016
28 E 2 3 L ‘ Day Month Timeline 2372015
4 5 6 7 8 ] 10 5 i Faility
2 09 Friday 10 Saturday 11 Sunday 12 Monday 13 Tuesday 1 AMC ONE
112 13 14 15 16 17 g VL 30 min Appt | Max OB: 1 Req Date
18 19 W A 2 B M § Special Instructions :#7’ Z1E
5 2% 27 2B 2 30 3 g 115 2 1 24 days
. N 5 7 130 T TS|
. . s 2 ol I Booked Not Booked Close I
Clinic Schedules < y e
9:00 AM o a A
115
PULMONOLOGY CLINIC 0 R
N 2 1 2
45 -
AVERYKEITH — —————————eadaeg - -
[ inic schedules %
Provider Schedules Clinic Groups (COnew [Cwalkin [ JNo Show [ CheckIn  [JCheck Out

Listart| 3
Figure

3.

4.

8 =[5 [+ @ nemm
198: Mobile Request Selected

The primary date selected by the Veteran defaults to the CID/Preferred date in the request.
The AM/PM selection defaults to the Time of Day in APPT Request dialog.

Once completed, the appointment request displays as a VETERAN Request in the Request
Management Grid. The Clinic Schedule displays -/+ 3 days for future CID/Preferred dates.

If the selected clinic has availability that meets the Veteran Request requirements, the
user can schedule the appointment by right clicking and selecting Add Appointment in
the available time slot in Clinic Schedule Grid.

The New Appointment dialog displays. The user can click OK and complete the
appointment booking.

If the request is scheduled, click Booked in the Mobile Request Details window. The

request is removed from the Mobile Request List and the user can send a Booked message
to the Veteran.

If the request cannot be scheduled, click Not Booked. A Request Not Available dialog
displays, allowing the user to send a Not Booked message to the Veteran.
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Figure 199: Veteran APPT Request
ﬂl Request Scheduled [_ O]
Message to Vetera
Booked
Booked on 3/17/2016 10:00:00 AM at ES CLINIC TTH
Message
Submit Cancel
Figure 200: Message to Veteran Dialog
B Mobile Appointment Requests [_ O[]
E Mobile Request List
Mame T ssN T DOB | Telephone # | Appt Type | Provider T Visit Type T | Visit Reason 17 | PDate | Message [ Best Time 7 | 2nd Option 7 | 3rd Option 7 | Facility 7
TEST, THREE 543679801 11/11/1971 (304) 555-6197 Primary Care Book appointment with any available provider Office Visit  Mew Prablem 1/27/2017 AM 9AM - 11 AM 1/30/2017 AM | 1/31/2017 PM | VAMC ONE
\SE,PATIENT FIVE 612408753 12/3/1976 (304) 555-8765  Primary Care  Book appointment with any available provider Office Visit  Mew Problem 2/7/2017 PM ; ::1 :im 2/8/2017 PM  2/3/2017 PM  VAMC ONE
4 i v
Process Request Close

Figure 201: Mobile Request Removed from Grid
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7 Clinics
7.1 Tasks Tab

7.1.1 Viewing Clinic Schedule Availability

The VS GUI displays a consistent color visual indicator for a clinic’s workable hours including
bookable holidays, non-workable hours including non-bookable holiday, clinic cancellation, and

no availability as follows:
Table 1: Clinic Schedule Availability

with availability defined (i.e. clinic lunch
breaks).

Appointment Availability Type Color
Available/Hours of Operation White
Unavailable/ Non-workable hours during day Grey

Cancelled Availability for Clinic—Partial and
All Day Cancellation.

Cancelled-Grey + hash mark (\\)

Holiday but bookable White
Holiday but NOT bookable Grey
No availability defined for day (i.e. Saturday or | Grey
Sunday).

No availability defined for the clinic Grey

Use the following procedure to search for a clinic and view the clinic schedule:

1. Inthe Tasks tab, from Clinic Schedules, enter a partial name of a clinic (6 characters

minimum).
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Figure 202: Clinic Schedules Search

2. Select the desired clinic from

the returned list.

3. The selected clinic schedule displays.
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Figure 203: Clinic Schedules Display Available vs Unavailable
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- Day || Week .|  Month || Timeiine | 2
22 Tuesday 23 Wednesday 24 Thursday 25 Friday 26 Saturday

WL 20 min Appt | Max OB: 0

8 aM

9 AM

10 &AM

Holiday Unbookable

11 AM

12 PM

1PM

Figure 206: Clinic Schedules Display--Holiday Unbookable
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Figure 207: Clinic Schedule Display—No Availability Defined

7.1.2  Viewing Clinic’s Availability Cancellation

Clinic Schedule displays full or partial day cancellation with grey + \\ over the cancelled time
slots.
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Figure 208: Clinic Schedule Display—Cancel Availability

7.1.3  Viewing Clinic’s Length of Appointment and Maximum
Overbook

A label in the All Day Event Bar displays Length of Appointment and Maximum Overbook
values defined for the selected Clinic.
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Figure 209: Appointment Length and Max Overbook Allowed

7.1.4  Viewing Clinic’s Variable Length Indicator

For clinics defined as Variable Length, a flag “VL” displays before the Length of Appointment
information in the All Day Event Bar in the Clinic Schedule Grid.

Note: Refer to Section 6.5.2 on How to Add Variable Length Appointment.
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Figure 210: Variable Length Indicator

7.1.5 Viewing Clinic’s Special Instructions
Use the following procedure to display a clinic’s special instructions:
1. Inthe Tasks tab, from Clinic Schedules, enter a partial name of a clinic (6 characters
minimum).
2. Select the desired clinic from the returned list.
3. The selected clinic schedule displays to the user. Special Instruction Indicator displays in
All Day Event Bar in Clinic Schedule.
4. Click the Special Instructions indicator.
4 Jammary - 2016 ¥ mj.ﬂ-
&n»mrmmmmsu'?_”m“m —
¥ ® ¥ 2 M 1L 2 12/14 08:00 - 1316 08:00 [0) | | Dey @I Month || Tmelna |
i 4 5 & 7 & 9 é‘umlrwuﬁm
b} H 12 13 14 15 15 E VAL 30 e At | Max OB: 15
v W v o oa z B E
4 i 26 i 28 Fe | k]
Clinic Schedules
CHY DENTAL BARKER

T asEewaa Mack L

Figure 211: Special Instructions Indicator
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7.1.6 Viewing Clinic’s Available Slots

Time Slot Count for availability displays as follows: 0-9 and j-z --denote available slots where
Jj=10,k=11...z=26. Upper Case Letters A-W denote overbooks, with A being the first slot to be
overbooked and B being the second for that same time, etc. Special characters *,$,!,@,# denote
overbooks or appointments that fall outside of a clinic's regular hours.

| om  wese] e [ Tmetns

[17 Thursday |18 Friday 118 Saturday

Bmﬂ@

9 AM

10 AM

A kA 23 —

l| 0= no more available slot
l| 1= one available slot per

I'\.I'LBDmIn)lppl | Max OBE: 0

Figure 212: Time Slot Count

1 | pay [ week || Month
| |9 Wednesday |10 Thursday
I30minAppEtMax08.'].
7av N
o *

A-W --denote overbooks with A
being the first slot to be
overbooked and B being the
second for that same time, etc.

T
1
i
« I
I

12 PM +
Figure 213: Overbook Time Slot Count

7.1.7 Time Slot Viewer

The Time Slot Viewer displays to the left of the Clinic Schedule Grid. It displays appointment
information per selected time slot. For appointments booked in the time slot, the full patient
name displays in a list in the order they were added to the time slot.

1. Inthe Tasks Tab, from Clinic Schedules, enter a partial name of a clinic (6 characters

minimum).

2. Select the desired clinic from the returned list.

3. The selected clinic schedule displays.

Note: Time Slot Viewer can be expanded or minimized in Clinic Schedule Grid.
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Figure 215: Expanded Time Slot Viewer

4. Selecting a time slot from the Clinic Schedule populates the Time Slot Viewer with the
following information:

e Date/Time of Time Slot.
e Available slot count left for time slot.

e Patient names are listed, in the order they were booked, for any appointments
scheduled in the time slot.
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Figure 216: Time Slot Viewer Displays Slot Details

5. Appointments can be added from Time Slot Viewer.
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Figure 217: Time Slot Viewer Right Click Options—Add Appointment

6. For booked appointments, right click extended action options are available from Time
Slot Viewer, the same as in Clinic Schedule Grid.

Schedules
ES CLINIC SDAY

} 01704 09:20 - 01/04 09:40 [1]

«'I Day

I I-l—_l

3y
Edit appointment

View Appeointment

Cancel Appointment

Undo Cancel Appointment
Check In Patient

Undo Check In Patient

Check Out Patient

Undo Check Out Patient
Mark as Mo Show

Figure 218: Time Slot Viewer Right Click—Edit, View, Cancel
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7. Check In Patient from Time Slot Viewer is the same as from Clinic Schedule Grid.
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Figure 219: Time Slot Viewer—Check In Patient

8. Check Out from Time Slot Viewer is the same as from Clinic Schedule Grid.
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Figure 220: Time Slot Viewer—Check Out Patient

9. Mark as No Show from Time Slot Viewer the same as from Clinic Schedule Grid.
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Figure 221: Time Slot Viewer—Mark as No Show

7.1.8 Viewing Provider Availability

Use the following procedure to search for a provider and view the provider’s schedule.

1. Inthe Tasks tab, under the request grid calendar, select Provider Schedules.
EERCLEET TYPE o WEIT TRHE & Devn L}
L r L]
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Figure 222: Provider Schedules

2. Enter a partial name of a provider (3 characters minimum). Select the desired provider
from the returned drop down list.
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Figure 223: Provider Schedules Selection List

3. The selected provider schedule displays.
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Figure 224: Provider Schedule Display

4. The provider’s availability across all clinics displays. If provider has only one clinic, that
clinic’s schedule and availability appear.
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Figure 225: Provider Schedules Booked Appointments

5. Available appointment slots display as white space which Scheduler can select to add an
appointment.

6. Appointments display with the name of the patient in a specific Clinic Schedule time slot.

7. Greyed time slots in the Clinic Schedule indicate no availability and Scheduler is unable
to add appointments for those specific slots.
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Note: Refer to Section 6 for Appointment Management instructions on how to Add,
Check-In, Check-Out, and Cancel Appointments.
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Figure 226: Fixed View Size

8. By selecting the Fixed View Size option, when viewing multiple provider schedules for
different clinics, the system adjusts all the slots to the same expanded width view.
7.1.9 Viewing Clinic Group Availability
Use the following procedure to search for a clinic group and view the clinic group’s schedule.
1. Inthe Tasks tab, under the request grid calendar, select Clinic Groups.

4 December - 2016 *
Sun Mon Tue Wed Thu Fri Sat

4 5 & 7 B 9 bl ]
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 a7 28 29 3 3

Clinic Groups £

| [Select a Climic Group)

Figure 227: Clinic Groups

2. Enter a partial name of a clinic group (6 character minimum). Select the desired Clinic
Group from the returned list.
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Figure 228: Clinic Groups Search Result List

3. The selected clinic group schedule(s) displays, starting with today’s date in the Day view.

] Itk - PR b | P ———
R LT TEAM

Son Moa Tem Teed The Pe Sa

o 1z 3 4 8 =

L] ¥ L] L) w o om 4]

13 111 B u [ |l

» Bz B M B N

e At | P O 1

AT PRLT TRAM
| mewm cuner
Log 2o Jall 3
T GENERAL MELCFY
VR CLIVIC TEAT i iy
Wl CLINC A

Figure 229: Clinic Groups Schedule Display

Note: Refer to Section 6 for Appointment Management instructions on how to Add,
Check-In, Check-Out, and Cancel Appointments.
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Figure 230: Provider Schedules—Fixed View Size

VistA Scheduling Enhancements (VSE)
VS GUI User Guide

150

7

Fixed view size

January 2017



4. By selecting Fixed View Size, when viewing multiple Clinic Group schedules for
different clinics, the system adjusts all the slots to the same expanded width view.

7.2 System Tab
The System tab requires the SDECZMGR security key in order to access the tab.

7.2.1  Viewing Clinic Availability Information

Use the following procedure to quickly search for clinic availability. Clinic availability cannot be
modified from the VS GUI.

9. Inthe Systems tab display, click Availability in the Resource Schedules section.
10. In the Availability Selection dialog, type in the desired clinic name.
11. Select the desired clinic and click OK.

Sctheschaling Auyrasbabdiby Creerbsook: Lt Reschive Dote
FAARAGRE AT
Ropcearce Managerrsant]  Resource Sckuscudes) ket et Chinic
. B availabiliby Selection g [ ] A |
Search by Mame CZ 5T
[ Db 1 ociiaraas el e :hpu-l.nnin..p N e
Fresource 1D Fe=source Mams Crverbonk Lirmit Timnea Scale |
2590 X ST MOSEPH | 30
o Carcel

Figure 231: Clinic Availability Search

12. The Schedule displays for the selected clinic. Primary Provider, Overbook Limit, Inactive
Date, and Reactive Date, as applicable, also display in the Selected Clinic section of the
window. The Schedule also displays the number of appointments per slot and the number
of slots total per appointment length in minutes and total number of minutes that are
bookable. The Schedule uses the same visual coloration as in Clinic Schedule for
workable hours, non-workable hours, and no availability.
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Figure 232: Clinic Availability
7.2.2 Adding and Removing Privileged Users

7.2.2.1 Add Privileged User
Perform the following procedure to ADD a privileged user(s) to a prohibited clinic.
1. In the Systems tab display, click Scheduling Management.

2. In the Prohibited Clinic search box, type in a partial or full name of the clinic (minimum

6 characters).
3. Click Find. A list of prohibited clinics displays

4. Select the appropriate prohibited clinic. A list of privileged users for the selected clinic
displays.

I scheduling Management i |

Lisers: Prohibited Clinics:

BHEESET TLUDAYA CHY DEMTAL Fima
DOCTOR,CHRISTINE

FREY, WILLLAM CHY DEMNTAL BARKER
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N MG, BR AN Y
TEST.CHRISTINE

Privilbeged Uisens:

FOART -
T T ALVEREST,FHIL O I
ATTEBURG,CEDRIC B
BEMDECKSONM, SALIL W
Remnmowe Al BOLMAM, PHIL E
CEMEGLIO, OORIMNE L
DROLLINGER, CARMELA =
O ACHED ROSMS N =

SAudd Uiser
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Figure 233: Clinics and Users

5. Select a user from the left and click Add User.
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Figure 234: Add Privileged User
6. Click OK to file the change.

7.2.2.2 Remove Privileged User
Perform the following procedure to REMOVE a privileged user(s) from a prohibited clinic.
1. In the Systems tab display, Click Scheduling Management.
2. Inthe Prohibited Clinic search box, type in a partial or full name of the clinic (minimum
6 characters).
3. Click Find. A list of prohibited clinics displays.
4. Select the appropriate prohibited clinic. A list of privileged users for the selected clinic
displays.
5. Select a user from the Privileged User list for the selected prohibited clinic and click
Remove User or, if all privileged users need to be removed, click Remove All.
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i Scheduling Management

Clinics And Users |-ani|: Groups | Access Gro

Prohibited Clinics:

— Description
Use the resources panel to define the set of clinical entities available for scheduling at this facility.
Resources may include care providers (for example, dentists and physicians) or other kinds of scheduled
services, faciliies or equipment. Click the small + sign next to the resource name to manage the users wha

can schedule this resource.

Users:
BHEESETTI,UDAYA, CHY DENTAL [— |
DOCTOR,CHRISTIME !
FREY, WILLTAM CHY DENTAL BARKER
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TEST,CHRISTINE
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ZaVALA CHRISTINE A
Privilegad U E
| — | ivileg Sers
SPACEK,SOMIA J ;|
| Remowve User SPAHN,NED L
TABATT,OLLIE 3
WARK, GOMNZALO W
| Remowe All | WASD MARL A 5

I ZAMALA CHRISTINE A

LURORELLEY S

-

Figure 235: Remove Privileged User

7.2.3

Creating Clinic Groups

Perform the following procedure to create a Clinic Group.

1. In the Systems tab display, Click Scheduling Management.
2. Select Clinic Groups tab.
3. Click New Group.
4. Enter name in the Clinic Group Name text box.
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Fingl
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|_ Adc I Clinic Group Mame: | PACT TEAM |
| [ [
| O | Cancel
| R T
| Removes | I

— Description
Use the rescwrces panel to define the set of dinical entities available for scheduling at this facility.
Resources may include care providers (for example, dentists and physicians) or other kinds of scheduled
sarvicas, facilities or equipment. Click the small 4+ sign next to the resowrce nams to manage the usars who

can schedule this resowrce.

Figure 236: Create New Clinic Group

5. Click OK.
6. Select the newly added Clinic Group.

7. Enter partial name search for a Resource and click Find. A resource can be a clinic or a
provider that is active with an active person class.
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it scheduling Management ] il
Clinics And Users | Clinic Groups [ Access Groups |

Resources: Clinic Groups: J
CHY C&P —— ” CZ TEST GROUP =] Il
| | Bleve-Group | CZ TEST GROUP II
CHY C&P ADLER g?fégoipg,olup
CHY C&P AUDIO | = |
CHY C&P AUDIO BRANT Edit Group L PACT TEAM JI
CHY C&P COYLE
CHY C&P CRAIG | Remove Group | SOMETESTGROUP I
CHY C&P DEMTAL SOMETESTGROUP 11 =
CHY C&P ENT SOMETESTGROWP ITT
CHY C&P KILPATRICK )
CHY C&P OPTOMETRY | | Resource List:
CHY C&P RUSSELL Add Resource
CHY C&P SIEGEL
CHY C&P TYSON | Add Al |
CHY C&P WEBSTER
CHY C&F WEINLAND | Remove Resource |
| Remowe all |

— Descripticn
Use the resources panel to define the set of dinical entities available for scheduling at this facility.
Resources may include care providers (for example, dentists and physicians) or other kinds of scheduled
sarvices, faciliies or equipment. Click the small + sign mext to the resource name to manage the users who

can schedule this resource.

Figure 237: Find Resource

8. Select the appropriate resource to add to the Clinic Group and click Add Resource. If all
of the resources listed from the search need to be added, click Add All.
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it Scheduling Management ] |

Resources: Clinic Groups:
CHY CBP | Find.—. CZ TEST GROUP A
. | T | CZ TEST GROUP II
CHY C&P ADLER NEW CZ GROUP
OT4 GROUP 1
CHY C&PF AUDIO ;
CHY C&P AUDIO BRANT | it | E&’?;GRGUP J
CHY C&P COYLE
Ciry Cop CRALG | Remaove Group | SOMETESTGROUP 1
CHY C&P DENTAL | SOMETESTGROUP 11 =
THY Lol ENT SOMETESTGRCHIP TTT
CHY C&P KILPATRICK = T
CHY C&P DPTOMETRY || — ” i
CHY C&P RUSSELL Resource || [Gry cap AUDIO
CHY C&P SIEGEL
CHY C&P TYSON | Add All |
CHY C&P WEBSTER
CHY C&P WEINLAND I Remaove Resource |
! Remowe All |

— Description
lse the resources panel to define the set of clinical entities available for scheduling at this facility.
Resources may include care providers (for example, dentists and physicians) or other kinds of scheduled
services, facilifes or equipment. Click the small + sign next to the resource name to manage the users who
can schedule this resource.

Figure 238: Add Resource to Clinic Group

9. Click OK to file.

7.2.4 Removing Resource(s) from a Clinic Group
Perform the following procedure to remove a resource(s) from a Clinic Group.

1. In the Systems tab display, click Scheduling Management.
2. Select Clinic Groups tab.

3. Select a clinic group to be edited from the Clinic Group list. Resources defined for the
Clinic Group are displayed in the Resource List box.

4. Select a resource to remove and click Remove Resource. If all resources need to be
removed, click Remove All.
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i Scheduling Management

| | Climics And Llsersl- Clinic Groups |

Resources:

|ch)' cEP =
L MNew Growp

CHY Ca8P ADLER

CHY CEP AUDIO

CHY CEP AUDIO BRANT
CHY C2P COYLE

CHY C&P CRATG

CHY CEP DENTAL

CHY C&P ENT

CHY CEP KILPATRICK

Edit Group

Remowe Growup

CHY C&P OPFTOMETREY
CHY CEBP RUSSELL
CHY C8P SIEGEL

CHY CEP TYSOMN

CHY Ca8P WEBSTER
CHY CEP WEINLAMND

add Resource

Audd adl

I Remowve Resource I

Remowe all

Clinic Groups:

CZ GROUP IV

CZ TEST GROUP

CZ TEST GROUP I1
MEW CZ GROUP
OT4 GROUP 1

PACT TEAM
SOMETESTGROUP
SOMETESTGROUP 1
SOMETESTGROWIP TT

Resource List:

K

Ry (P o T

CEP DENTAL

DIl BASIL

— Descripticn

can schedule this resource.

U=ze the resources panel to define the set of clinical entities available for scheduling at this facility.
Resources may include care providers (for example, dentists and physicians]) or other kinds of scheduled
services, facilities or equipment. Click the small + sign mext to the resource name to manages the users who

Figure 239: Remove Resource from Clinic Group

8 Reports

The Reports tab display provides a means to view and print various reports. The Reports tab
requires the SDECZMGR manager security key in order to access the tab. The following

selections and reports are available:

1. Audit Activity
2. Clinics

]
111_ Tasks System

-
Audit  Clinics
Activity

Rapaorts

Reports

Figure 240: Reports Tab Selections

8.1 Audit Activity Report

Audit Activity reports can be generated for individual schedulers by name or for All Schedulers.

8.1.1

Perform the following procedure to view Audit Activity for individual scheduler.
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1. From the Reports tab display, select Audit Activity. The Audit Activity dialog displays.
2. Select the individual Scheduler name from drop down list.
3. Select Start Date and End Date either by typing or by calendar control.

M Audit Activity 19 [=] B3

Scheduler: Start Date: End Date:
STUCK,ERIN - 2/16/2016 L 2/22/2016 B | View Audit Report Export Audit Report

SchedulerlEN | Scheduler M ‘ PatientContacts [ | APFTEntries | | APPTAppointmentsMade [ | APPTClosed [ | EWLEntries | | EWLAppointmentsMade 1 | EWLClosed T | RecallEntries 1 T | Consul

a5 STUCK,ERIN ] 20 14 16 0 0 0 L] 0 L]

Figure 241: Audit Activity Report—Individual Scheduler

4. The following columns display data for the selected Scheduler based upon time frame
specified:
e SchedulerlEN (New Person File)
e SchedulerName
e PatientContacts
e APPTEntries
e APPTAppointmentsMade
e APPTClosed
e EWLEntries
e EWLAppointmentsMade
e EWLClosed
e RecallAppointmentsMade
e ConsultAppointmentsMade
e AppointmentsCancelled
e TotalActions
5. Click Close to exit the Audit Activity report dialog.

8.1.2  Generating Audit Activity Report for All Schedulers

From Reports tab select Audit Activity. The Audit Activity dialog displays.

In Scheduler drop down list select All.

Enter Start Date and End Date for audit report.

Click View Audit Report button.

The following columns display data for All Schedulers based upon time frame specified:

o M W D oE

e SchedulerlEN (Internal Entry Number — New Person File)
e SchedulerName
e PatientContacts
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APPTENtries
APPTAppointmentsMade
APPTClosed

EWLEntries
EWLAppointmentsMade
EWLClosed

Recall AppointmentsMade
ConsultAppointmentsMade
AppointmentsCancelled
TotalActions

6. Click Close to exit the Audit Activity report dialog.

[Eoienciy T EEE
? Scheduler: Start Date: End Date:
<A - 2/16/2016 ] 2f22/2016 2 | View Audit Report Export Audit Report
SchedulerlEN 7 | Scheduler Sk | PatientContacts I | APPTEntries | | APPTAppointmentsMade 1|  APPTClosed | | EWLEntries T | EWLAppointmentsMade T | EWLClosed T T | Recal T | e =
l-aq ALBERTS,ROBERT ] [} 0 0 ] 0 0 0 ] (1]
53 AVERY,KEITH o 0 0 0 0 0 o 0 0 0
61 CURIE,MARIE 0 [} 0 0 ] [] [ 0 ] [
80 DANTULURLKARUNA | 0 [} 0 0 ] 0 0 0 0 [ =
54 DOCTOR,ONE 0 [} ] 0 ] 0 [ 0 ] [
63 DOCTOR, ZAVALA 0 [} 0 0 ] [ [ 0 ] [
97 DUDE,SS0 0 0 0 (] 0 o L] o 0 o
75 ECEPTIONIST,USER 0 [} 0 0 ] 0 0 0 ] [
88 EDMONDS,ANNETTE | 0 24 14 24 ] 0 0 0 ] [
92 EDMONDS, KIMBERLY o 0 0 0 0 0 o 0 0 0
86 FULLER, ANGELA 0 [} 0 0 ] [] 0 0 ] [
65 HAGER, MARY ] [} 0 0 ] 0 0 0 0 [
83 JAM,CYNTHIA 0 0 0 0 0 0 o 0 0 0
89 KNOBLOCK, TAYLOR 0 [} ] 0 ] [ 0 0 ] [
70 MANAGER, CALL CENTER 0 0 0 0 ] 0 0 0 ] [
1 MANAGER, SYSTEM 0 56 10 37 ] 0 0 0 ] [
Totals 0 100 38 77 ] 0 0 0 ] [ 2
< 1 v
Close
A

Figure 242: Audit Activity Report—All Schedulers
8.1.3  Working with Audit Activity Report Data

8.1.3.1 Sorting by Column Header
1. Loginto VS GUI.
2. Select Reports tab.

3. Select Audit Activity from Reports section. Audit Activity dialog displays for all
schedulers defined in the New Person file (#200).

4. The following data displays on screen for the selected scheduler(s):

e SchedulerlEN (New Person File)
e SchedulerName

e PatientContacts

e APPTEntries
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APPTAppointmentsMade
APPTClosed

EWLEntries
EWLAppointmentsMade
EWLClosed

Recall AppointmentsMade
ConsultAppointmentsMade
AppointmentsCancelled
TotalActions

5. To change the sort for the report by data specified in a different column, select the
applicable column header. The first click of the column header sorts the report by data in
the specified column in ascending order. The second click of the column header sorts the
report by data in the specified column in descending order.

6. Click Close to exit the Audit Activity Report dialog.

= | view dusda Report Export Audt Report

r sorts Audit Activity Report in
data.

|| seheauterten 7 scnecuter — T APPTCosed T EWlEntries T EWL
L MMOBLOCK, TAYLOR. ] o ] ] o o ] ] o o
{190 o o
lo o
o2 P
93 o 0 0 o o o ] ] o o
[ 0 o o ] o o o 0 o 0
us
I g
kL] 550, BUMMTY ] ] ] o o [ [ 0 o o
|99 550,GIRL 0 o o ] o o o ] o o
| 100 550,80 ] o ] o ] [ [ 0 o ]
|0 50, ABAM
| AL, AL
i USER.RON o 0 0 v o @ @ ] o o T
a0 DANTULURLKARUMA  © o o o o o o o o o
JiEX TEST, KARLIA 0 ] ] [ o ] ] ] o 0
12 LOMONCS, ANMETTE o 56 3 56 o o ] ] o o
| Tetale ] 100 18 ™
]
Close
:‘s|m| 3 B s [0 A (o [0 F saman B

Figure 243: Audit Activity Sort—Ascending
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Seheduler: Skart Date: Erd Date:
AL - 2172016 = 2232008 B view Audit Report Export Audd Report

Crman| & B < [F) % b = B ewen B
Figure 244: Audit Activity Sort —Descending
8.1.3.2 Filtering by Column Data
1. Data in Audit Activity report can be filtered by selecting a filter option available in each
column header (i.e., All Schedulers who have greater than or equal to 10
APPTAppointmentMade in the selected date range).
(®eoiipciviy —__________________________________________________ Emm
Scheduler: Start Date: End Date:
: ALL = 2/16/2016 L] 2/22/2016 L View Audit Report Export Audit Report
{Schedu\erIENV Scheduler [ | PatientContacts [ | APFTEntries [ APPTAppnintrrTanrsMadamdnsed I | EWLEntries [ | EWLAppointmentsMade " | EWLClosed [ RecallEntries [ | Recal i 7€
1 MANAGER,SYSTEM 0 56 10 Select All 0 0 ) L]
Shawljnws with value that .
Is greater than or equal to
And
Is equal to
Filter Clear Filter
0 Totals 0 100 38 : 77 0 0 0 0 0 L .
Close

Figure 245: Audit Activity Report—Filtered

3. Multiple filters can be selected to refine results (i.e., All Schedulers who have greater
than or equal to 10 APPTEntries but less than or equal to 30 APPTClosed for the selected
date range).

4. Selected filters are highlighted in column headers.

5. To remove filters, select filter option in column header and click Clear Filter button.

6. Click Close to exit the Audit Activity report dialog.
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Scheduler: Start Date: End Date:

ALL ' 2/1/2016 L] 2[7/2016 # | View Audit Report Export Audit Report

Multiple filters applied to Audit
Activity report data.

SchedulerlEN ' | Scheduler I | PatientContacts [ APPTEnuiaAPPTAwoimmamsMadeY APPTdusedEWLEntnesV EWLAppointmentsMade W | EWLClosed | RecallEntries T C
|85 STUCK,ERIN 0 18 6 14 ] 0 0 [ ] 0
0

88 EDMONDS,ANNETTE 0 2 15 21 0 0 0 L 0

Figure 246: Audit Activity Report—Multiple Filters

8.1.4  Export Audit Activity Report for Individual or All Schedulers
The data displayed on screen can be exported to an Excel spreadsheet.

1. To export audit report, click Export Audit Report button.
Save As dialog displays.

Select location to save report file.

File name defaults as “Audit Report” (edit as necessary).
Confirm “Save As Type” is Excel files.

Click Save.

Report is generated containing data displayed on screen in the Audit Activity dialog and
saved to the location specified in the Save As dialog.

8. Click Close to exit the Audit Activity report dialog.

No gk wn

8.2 Clinics Report

The Clinic Report is accessed in the Reports tab display by selecting Clinics from the Reports
section. The report displays clinic activity for all clinics defined in Hospital Location file as the
default. The Clinic Report can be limited to individual clinics using the following steps.

8.2.1  Clinic Activity Report—Individual Clinic

Log into VS GUI.

Select Reports tab.

From Reports section, click Clinics.

In Clinic Activity dialog, enter clinic name (6 character minimum) that is defined in
Hospital Location file. Click the Search button.

5. The following data displays on screen for the selected clinic:

HPwnh e

Clinic name
Division
Stop Code
Service
CreateDT
InactiveDT
ReactiveDT

AppType
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6.
7.

8.2.2

DefaultProv
AdditionalProv
ApptLength
Variable
MaxDays

Click Clear button to remove search criteria and return to the Clinic Activity report for
all clinics.
Click Exit to close the Clinic Activity Report dialog.

Working with the Clinic Activity Report

8.2.2.1 Sorting by Column Headers

1. Loginto VS GUI.

2. Select Reports tab.

3. Select Clinics from Reports section. Clinic Activity dialog displays for all
clinics defined in the Hospital Location file (File #44).

4. The following data displays on screen for the selected clinic:

e Clinic name

e Division

e Stop Code

e Service

e CreateDT

e InactiveDT

e ReactiveDT

* AppType

e DefaultProv

e AdditionalProv
e ApptLength

e Variable

e MaxDays
Note: The sort default is by alphabetical order by Clinic name.

5. To change the sort for the report by data specified in a different column,
select the applicable column header. The first click of the column header
sorts the report by data in the specified column in ascending order. The
second click of the column header sorts the report by data in the specified
column in descending order.

6. Click Exit to close the Clinic Activity Report dialog.
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Chnic Search: Search Clear. Expont Chinic Repornt
First click sorts data by seleced column

heard in ascending arder.

i ResceveDT W AppType i DefaultProv I AddtonaiProvs =

| Chmiz. W | Dhision [ StopCode | Servce

DIABETES CLINIC 1Y 148 MEDICINE BAVZ014 12:00:00 AM REGULAR THOMPSON,ROBERT  DOCTOR, OHE:EDMONDS, ANNETTE

CARDIOLOGY CLINIC DBA 143 MEDICINE B/S/Z014 12:00:00 AM REGULAR TAVALACHRISTINE  DOCTOR.ONE =
REHAR CENTER oaa sz REMAS MECICINE  B/6/2014 12:00:00 AM | 3/1/2018 12:00:00 AM REGULAR THOMISON, ROBERT; BOCTOR, ONE; EAVALA CHRISTISNE
PEID - GENERAL PRACTICE DEs e MEDICINE B15/2014 12:00:00 AM REGULAR RETD.SANDIRA;ZAVALA, CHRISTINE

WAKEFIELD - PTSO oo 361 PEYCHIATRY /15/2014 12:00:00 AM REGULAR WAKEFIELD, DEDGRAM  ZAVALA CHAISTIND

NEWROLOGY CLINIC oEa e NEURGLEGY B{18/2014 12:00:00 AM REGULAR DOCTORONE THOMPSGN ROBERT; ZAVALA, CHSTINE

SLEEP CLIMIC DBA 511 MEDICINE B/18/2014 12:00:00 AM REGULAR ZAMALA CHRISTIME

DENTAL o 1068 HONg w1fa01a rEGULAR DOCToR, Twa FAVALA CHRISTING

E¥E CLINTC DBA 172 NONE Bi71/70014 REGULAR CURTE MARIELFSER, TWENTY SEVEN; ZAVALA, CHRISTING
INTERNAL MEDICINE o 141 MEDICINE /212014 REGULAR HEWTON, 15AAC; DOCTOR, ONE; ZAVALA, CHRISTINE EDE
ORTHG CLINIE s 173 REMAB MECICINE | 8/21/1014 REGULAR NOLFREVIDER TAVALACHEISTINE

WOMENS CLINIC Des 10 MEDICINE 82142014 REGULAR INLOW.CAROLYK 5§ NURSE PRACTITIONER.BETTY:PHYSICIAN ASSISTANT.A
MENTAL BLALTH 198 PEYCHIATRY REGULAR CURKLMARIE DOCTOR, UNL ZAVALACHRIS TING
ZTavalas Clinic - THACT DBa 148 MEDICINE 2472014 1211/2614 12:00:00 AN REGULAR ZANALACHRISTINE

PULMONGLOGY CLINIC DA 152 MEDICINE 9YB2004 120 REGULAR AVERY, KEITH; CURIE, MARIE; ZAVALA, CHRISTINE

P CLINIC oaa 141 MEQICINE aj11/a014 13/19/2014 12:00:00 AM | 11/76/2014 12:00:00 AM | EMPLOVEE

HE CLINIC oEa LT MEDICINE B11/2014 12:00:00 AM REGULAR ZAVALACHRISTINE

STEVES PLAYHOUSE 240 oo 538 HEURGLOGY SIS/2004 12:00:00 AM | 9/26/2005 12:00:00 KM S/IF/IDLS 110000 AM  REGULAR ZAVALACHAISTING

FAYS CLINIC bEa 310 NEURGLOGY WII014 12:00:00 AM | 1AZ0TS 12:00:00 AN 11/12/2015 T2:00:00 AM | REGULAR AVERY KEITH FHOMPSGN, AOBERT; ZAVALA, CHITS TINE EEMrs, A
BLLERGY IMMUNIZATION DEA 142 MEDICINE TY24/2014 12:00:00 AM REGULAR RESIDENT, B0B: RESIDENT, TWO; ZAVALA, CHRISTINE
ALLERGY ZAVALA oua 142 MEDICING 9/24/2014 12:00:00 AM BESEARDH DOCTOR, ZAMALL TAVALA CHRIETINE

e e = L r it o et ey e s e e 2 e s m m

[

57 e R

Figure 247: Clinic Activity Report Sort—Ascending Order

Chnic Search: Seanch Clear Exgort Chrue Regort.
" — = Second click sorts data by selected

in descending o

| canie T Division T StopCode T Service T | CreateDT T ResctiveDT T ApeType T DefaultProv T AdditionalProvs. .
THOLINEC M-F 05 MEDICINE 2372016 12:00:00 AM REGULAR KHOBLOCK, TAYLOR

ESCLINIC SLOTS 295 MEDICINE 1/28/2016 12:00:00 AM REGULAR .
TROLINIC DELAY 295 MEDRCINE 1/28/2016 12:00:00 AM REGULAR

TRCLINIC METC 29% MEDECING 17282016 12:00:00 AM REGULAR PHYSICIAN, TAYLOR

TROLINIC NO AVAIL 295 MEDICINE 1/28/2016 1 REGULAR

ESCLINIC HEALTH nea 295 MEDICINE 1/13/2016 1 3/10/2016 12:00=00 AM REGULAR

TH CANCEL AVAIL 295 MEDICINE 1/6/2016 12:00:00 AM REGULAR PROVIDER,ERIN

Annette Day Chric 1M MEDECINE 132018 12:00:00 AM FEGULAH DOCTOR.ONE

TIK SPECIAL CLINIC 29% MEDICING 1572006 12:00:00 AM REGULAR

ESCLINIC MRTC -t 295 MEDICING L2006 12:00:00 AM 2/22/2006 12:00:00 AM  2/23/2016 12:00:00 AM  REGULAR PrOYSICIAN, ERIN

Te CLINIC 295 MEDICINE 12/31/2015 12:00:00 AM REGULAR KROBLOCK, TAYLOR

ESCLINIC FUTURE nea 295 MEDICINE AJ/7/2015 12:00:00 AM 12792015 12:00:00 AM 11872016 12:00:00 AM  REGULAR

CZ BAYVIEW CLINIC 14 MEDICINE 14/17/2015 12:00:00 AM REGULAR

LM% NOQ AVAIL ooa 29% MEDQECING 11/12/2015 12:00:00 AM REGULAR

ARE Specisl Chnic 29% REMAS MEDICINE | 11/11/2015% 00:00 AM REGULAR DOCTOR,ONE EOMONDS ANNETTE

ES CLINIC SDaY 295 MEDICINE 14112015 12100:00 AM REGULAR PHYEICIAN, TAYLOR

ES CLINIC MWF naa 143 MEDICINE 13/11/2015 12:00:00 AM REGUILAR PROVIDER ERTN

FS CLINIC TTH 106 MEDICINE 11711/2015 12:00:00 AM REGULAR

ARE Clinic. 295 MEDICINE 11710/2015 12:00:00 AM  11/10/2015 12:00:00 AM  11/11/2015 12:00:00 AM REGULAR DOCTOR.ONE EDMCHDS ANNETTE

speecial Clinic 29% MEDICINE 11102015 12:00:00 AM REGULAR

ERING TEST CLINIC 552 MEDICINE IL/92015 12:00000 AM | 11/16/2015 100 &M 11/18/2005 12:00:00 AM  REGULAR FROVIDER, ERIN;PHYSICLAN, ERIN
e = = = .

Listart| 3 E g |0 ®

Figure 248: Clinic Activity Report Sort—Descending Order

8.2.2.2 Filtering by Column Data

1. Data in Clinics Activity report can be filtered by selecting the filter option in each
column header (e.g., Clinic Activity data can be filtered by all Clinics with a defined
Service of Rehab Medicine).
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W Clinic Activity [_[=]x]

Clinic Search: Search Clear Export Clinic Report

| Clinic 7 | Division 7 StopCode T | Service T CreateDT 7| InactiveDT T | ReactiveDT T AppType T DefaultProv | AdditionalProvs W | Apptle
iARE Special Clinic 25 REHAB MEDIC| = sy REGULAR DOCTOR,ONE EDMONDS, ANNETTE 30
CHRISTINE'S CLINIC 552 REHAB MEDIC MEDICINE & | p1z:00:00 AM REGULAR 30
CLINIC 30_30 5TR845 552 REHAB MEDI( NEURQLOGY REGULAR 30
ENH1 TEST CLINIC THREE 552 REHAB MEDIC NONE 12:00:00 AM REGULAR 30
ORTHO CLINIC DBA 173 REHAB MEDIC FSYEHIATRY REGULAR NO,PROVIDER, ZAVALA, CHRISTINE 15
7| REHAB MEDICINE

REHAB CENTER DEA 552 REHAB MEDIC e | oo a REGULAR THOMPSON,ROBERT; DOCTOR, ONE;ZAVALA, CHRISTINE 60
VSE CLINIC T 552 REHAB MEDI( REGULAR

Show rows with value that i

Is equal to
Match case
And

Is equal to

Match case

Filter Clear Filter

Exit

Drstan| 2 B o [B] [# g [P §0 ssiam mm
Figure 249: Clinic Activity Report—Filtered

2. Multiple filters can be selected to refine results (e.g., Clinic Activity data can be filtered
by all Clinics with a defined Service of Rehab Medicine that also have no DefaultProv
defined).

Selected filters are highlighted in column headers.

To remove filters, select filter option in column header and click the Clear Filter button.
Click Exit to close the Clinic Activity report dialog.

3.
4.
S.

LW Clinic Activity

Multiple filters selected to refine data in Clinic Activity report.

Clinic Search: Search Clear Export Clinic Report

| Clinic [ Diwision " | StopCode U | Senvice CreateDT [ | InactiveDT [ | ReactiveDT T | AppType I | DefaultProv AdditionalProvs f | Apptie
i’CHRlSTINE'S CLINIC 552 REHAB MEDICINE 12/19/2014 12:00:00 AM 12/30/2014 12:00:00 AM REGULAR 30
CLINIC 30_30 5TR845 552 REHAB MEDICINE 8/30/2015 12:00:00 AM REGULAR 30
ENH1 TEST CLINIC THREE 552 REHAB MEDICINE 2/18/2015 12:00:00 AM | 2/18/2015 12:00:00 AM REGULAR 30
REHAB CENTER DBA 552 REHAB MEDICINE 8/6/2014 12:00:00 AM | 3/1/2016 12:00:00 &M REGULAR THQMPSON,ROBERT; DOCTOR, ONE;ZAVALA, CHRISTINE 60
VSE CLINIC I 552 REHAB MEDICINE 10/8/2015 12:00:00 AM REGULAR 30

Figure 250: Clinic Activity Report—Multiple Filters

8.2.3  Exporting a Clinic Report
Use the following procedure to export a Clinic Report.

1. Inthe Reports tab display, in the Reports section, select Clinics.
2. The Clinic Activity dialog opens, displaying the report.
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M Clinic Activity M=l 3

Clinic Search: Search Clear Expart Clinic Report

| Clinic I | Division [ | StopCode 7 | Service | CreateDT [ | InactiveDT [ | ReactiveDT [ | AppType T DefaultProv 7| AdditionalP *
[15 INCRMT DISP CLINIC 141 MEDICINE 12/19/2014 12:00:00 AM  12{30/2014 12:00:00 AM REGULAR

45-MIN CLINIC 539 MEDICINE 4/17/2015 12:00:00 AM REGULAR

ALLERGY IMMUNIZATION DEA 142 MEDICINE 9/24/2014 12:00:00 AM REGULAR RESIDENT,
ALLERGY ZAVALA DEA 142 MEDICINE 8/24/2014 12:00:00 AM RESEARCH DOCTOR, ZAVALA ZAUALA,C?—:
BEAVER CLINIC DEA 196 PSYCHIATRY 10/3/2014 12:00:00 AM REGULAR DOCTOR, TWO NEWTON,I|
BELLVUE CLINIC DEA 141 MEDICINE 10/28/2014 12:00:00 AM REGULAR CURIE,MARIE ZAVALA CH

Figure 251: Clinic Activity

If applicable, search for specific clinic in the Clinic Search field. Click the Search button.
Click Export Clinic Report.

A Save As dialog box displays.

Select location to save the report.

Confirm file name (defaults to “Clinic Report™).

Confirm Save as Type is Excel files.

Click Save.

10. Data displayed on screen is exported into file and saved to the specified location with the
defined name.

11. Click Exit to close the Clinic Activity report dialog.

© o N o gk w

(_) (_) |3 - Libraries ~ Documents ~ = l‘gll Search Documents D
Organize *  New folder g= - '3:6'
't Favorite — i
T Favorites Documents library Avangeby: Folder
P Desktop Indudes: 2 locations

& Downloads

- MName “ Date modified Type Size
J=l Recent Places

No items match your search.
4 Libraries

3 Documents

J”- Music

=] Pictures

=1 Subversion e

B videos

18 Computer
&y Local Disk (C:)

ﬁ_i Network
% cevmFoLADEVD2 7|

Save as type: IExceI files (*.xlsx) j

“ Hide Folders | Save I Cancel |

Figure 252: Save As

v
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9 Trash Queue Cleanup

For administrators who need to identify and purge unresolved requests, the solution allows a task
to be run to identify open appointment requests or duplicate appointment requests and close
them, producing a report for administrators. This excludes VAR requests which are called
Veteran or Mobile requests — all stored in the SDEC APPT REQUEST file.

9.1 Compile List of Re-Opened REQUEST Records that Can
Be Closed

The following dialog allows the user to find open appointment requests or duplicate appointment
requests in order to produce a report for administators to review/verify.

Use the following procedure:

1. Logon to the VistA Legacy System.
2. Enter TEST an option not in your menu.
3. Follow the steps shown below.

Select Option: SDEC INITIAL CLEANUP UTILITY VS GUI Initial Cleanup Utility

The following Utility will allow the Closing of Re-Opened SDEC APPT REQUEST
records which have resulted from a Cancellation in VistA of a corresponding
SDEC APPOINTMENT.

Select one of the following:

1 Compile List of Re-Opened REQUEST records that can be Closed
2 Commit Records to Be Closed from Compiled List

What Would You like to Do?: 1 Compile List of Re-Opened REQUEST records that can be Closed
Please enter in, one by one, a list of Clinics to EXCLUDE from Compilation.
Enter CLINIC to EXCLUDE: <Hit Enter to not exclude any Clinics>

You did not choose any Clinics to Exclude.
Are you sure you want to run cleanup for ALL clinics? (Y OR N):? NO// y YES

Compiling for all Clinics excluding the following:

DEVICE: HOME// HOME (CRT)

(You may enter a device that prints to a file, a printer, email message, or you may print on the
screen.)

*¥** Open SDEC APPT REQUESTs List run Jan 09, 2017@02:48:47 ***

LAST 4 APPT REQ IEN

CLINIC PATIENT SSN APPT IEN CID DATE
VSE ENH1 CLINIC FAULCON, GONZALO 3J 2916 1747 ; 1985 12/27/2016
VSE ENH1 CLINIC TEST,STERLING PAUL JR 0183 1752 ; 1988 12/27/2016

Reopened REQUEST Records that Can Be Closed

VistA Scheduling Enhancements (VSE) 168 January 2017
VS GUI User Guide



9.2 Commit Records to Be Closed from Compiled List

The following dialog allows the user to commit Records to Be Closed from the Compiled List
created via SDEC INITIAL CLEANUP UTILITY.

Use the following procedure:

1. Log on to the VistA Legacy System.
2. Enter TEST an option not in your menu.
3. Follow the steps shown below.

Select Option: SDEC INITIAL CLEANUP UTILITY VS GUI Initial Cleanup Utility
The following Utility will allow the Closing of Re-Opened SDEC APPT REQUEST
records which have resulted from a Cancellation in VistA of a corresponding
SDEC APPOINTMENT.

Select one of the following:

1 Compile List of Re-Opened REQUEST records that can be Closed
2 Commit Records to Be Closed from Compiled List

What Would You like to Do?: 2 Commit Records to Be Closed from Compiled List

Open SDEC APPT REQUEST Compilation Lists to Choose From:

Batch # Run User Start Date Finish Date

1 STUCK, ERIN Dec 14, 2016@07:41:56 Dec 14, 2016@07:41:56
2 KRON, CAROLYN S Dec 16, 2016@23:54:52 Dec 16, 2016@23:54:53
3 KRON, CAROLYN S Dec 22, 2016@11:47:18 Dec 22, 2016@11:47:19
4 KRON, CAROLYN S Jan 09, 2017@92:34:05 Jan 09, 2017@02:34:05
5 KRON, CAROLYN S Jan 09, 2017@02:48:47 Jan 09, 2017@02:48:47

Enter Batch #:5

Committing Open records for Batch # 5 to Closed...Done

Once the task completes, the CURRENT STATUS is changed to “CLOSED” and the
DISPOSITION fields in the SDEC APPT REQUEST file are set accordingly.

To verify the record has been closed, go to VA FileMan and Inquire to view the SDEC APPT
REQUEST File (#409.85). View the following fields:

CURRENT STATUS

DATE DISPOSITIONED
DISPOSITIONED BY

DISPOSITION
s—DISROSHHON-GLOSED-BY-CLEANUR

Select Systems Manager Menu <TEST ACCOUNT> Option: fm VA FileMan
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VA FileMan Version 22.0

Enter or Edit File Entries
Print File Entries

Search File Entries

Modify File Attributes
Inquire to File Entries
Utility Functions ...

Data Dictionary Utilities ...

Transfer Entries
Other Options ...

Select VA FileMan <TEST ACCOUNT> Option: inquire to File Entries

OUTPUT FROM WHAT FILE: SDEC APPT REQUEST//
Select SDEC APPT REQUEST PATIENT: TEST,STERLING PAUL JR

A WN PR

TEST,STERLING PAUL JR
TEST,STERLING PAUL JR
TEST,STERLING PAUL JR
TEST,STERLING PAUL JR

5 TEST,STERLING PAUL JR

Press <RETURN> to see more,

CHOOSE 1-5:

Press <RETURN> to see more,

CHOOSE 10-15:

16 TEST,STERLING PAUL 3JR

17 TEST,STERLING PAUL JR

18 TEST,STERLING PAUL JR

19 TEST,STERLING PAUL JR

20 TEST,STERLING PAUL 3JR
Press <RETURN> to see more, '~' to exit
CHOOSE 1-20: 16 TEST,STERLING PAUL JR

ANOTHER ONE:

STANDARD CAPTIONED OUTPUT? Yes//
Include COMPUTED fields:

ber (IEN)

DISPLAY AUDIT TRAIL? No// y VYES

NUMBER: 1752

CREATE DATE: DEC 23, 2016
REQUEST TYPE: APPOINTMENT
REQ APPOINTMENT TYPE: REGULAR

Created on Dec 23, 2016@14:37:43 by
PATIENT STATUS: NEW

Created on Dec 23, 2016@14:37:43 by
REQ SPECIFIC CLINIC: VSE ENH1 CLINIC

Created on Dec 23, 2016@14:37:43 by
ORIGINATING USER: KRON,CAROLYN S
REQUESTED BY: PATIENT

Created on Dec 23, 2016@14:37:43 by
CID/PREFERRED DATE OF APPT: DEC 27, 2016

(Yes)
(N/Y/R/B): NO// b BOTH Computed Fields and Record Num

'Y to exit this list, OR

'A' to exit this list, OR

this list, OR

PATIENT: TEST,STERLING PAUL JR
INSTITUTION: CHEYENNE VAMC

User #520736464 (SDECRPC Option)
User #520736464 (SDECRPC Option)
User #520736464 (SDECRPC Option)

PRIORITY: FUTURE

User #520736464 (SDECRPC Option)

Creatceu O vel 25, 40;6@;4.3/.43 Uy USET #O529Y/7504045 (SUELRFU UpPLLOIT)
CURRENT STATUS: CLOSED
Changed from "OPEN" on Jan 09, 2017@02:49:09 by User #520736464
(SDEC INITIAL CLEANUP UTILITY Option)
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Changed from "CLOSED" on Dec 23, 2016@14:47:01 by User #520736464

(SDCANCEL Option)
Changed from "OPEN" on Dec 23, 2016@14:38:10 by User #520736464

(SDECRPC Option)

Enter RETURN to continue or '~' to exit:

Created on Dec 23, 2016@14:37:43 by User #520736464 (SDECRPC Option)
COMMENTS: TEST

Created on Dec 23, 2016@14:37:43 by User #520736464 (SDECRPC Option)
ENROLLMENT PRIORITY: GROUP 8 MULTIPLE APPOINTMENT RTC: NO
DATE/TIME ENTERED: DEC 23, 2016@13:37

DATE EDITED: DEC 23, 2016@14:37 EDITED BY: KRON,CAROLYN S

REQ SPECIFIC CLINIC: VSE ENH1 CLINIC
DATE DISPOSITIONED: JAN 09, 2017 DISPOSITIONED BY: KRON,CAROLYN S
DISPOSITION: ENTERED IN ERROR DISPOSITION CLOSED BY CLEANUP: YES
SERVICE CONNECTED PERCENTAGE: © SERVICE CONNECTED PRIORITY: NO

9.3 View Unresolved APPT Requests Reopened by the
SDCANCEL Option
The following dialog allows a user that holds the new SDEC REQ REOPENED BY

SDCANCEL menu option within their Scheduling Outputs menu to view unresolved
appointment requests.

To view, use the following procedure:

1. Go to the Outputs option under the Scheduling Manager’s Menu.
2. Select VS GUI Requests Reopened by Cancel Availability.
3. Follow the steps shown below.
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Select Scheduling Manager's Menu <TEST ACCOUNT> Option: outputs

AQK Encounter Activity Report (Reno's)
AQK2 ACRP Stop Code Report
CAAR  Clinic Appointment Availability Report
Appointment List
Appointment Management Report
Cancelled Clinic Report
Clinic Assignment Listing
Clinic List (Day of Week)
Clinic Next Available Appt. Monitoring Report
Clinic Profile
Display Clinic Availability Report
Enrollments > X Days
File Room List
Future Appointments for Inpatients
Inpatient Appointment List
Management Report for Ambulatory Procedures
No-Show Report
Patient Profile MAS
PCMM Main Menu ...
Print Scheduling Letters
Provider/Diagnosis Report
Radiology Pull List
Routing Slips
Visit Rpt by Transmitted OPT Encounter
VS GUI Requests Reopened by Cancel Availability
Workload Report

Select Outputs <TEST ACCOUNT> Option: vs gul Requests Reopened by Cancel Availab
ility
Select CLINIC: vse en
1 VSE ENH1 CLINIC
2 VSE ENH1 CLINIC ONE ZAVALA,CHRISTINE A
3 VSE ENH1 CLINIC TWO
CHOOSE 1-3: 1 VSE ENH1 CLINIC
Select CLINIC:
DEVICE: HOME// HOME (CRT)

VS GUI Requests Re-Opened by Cancel Availability (SDCANCEL) Option
for clinics: VSE ENH1 CLINIC

PATIENT SSN TELEPHONE CID/PREF DATE
TEST, CHRISTINE 000-12-1234 (555)123-1234 JAN 12,2017
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10 VistA Scheduling 508 Compliance

The following section outlines the process for executing VistA Scheduling Application
functionality from the keyboard.

10.1 Tasks Tab
The Hot Key, Ctrl + T, is used to navigate to the Tasks Tab.

10.1.1 Ribbon Bar
Tabbing:
1. Logonto VS GUI as a Scheduler.
2. Focus is on Search field indicated by field being highlighted and cursor blinking.
3. The Scheduler can use the Tab key to advance through the Ribbon Bar. Beginning at the

Patient Search field, the order will be going left to right. If the controls in each section
listed below are enabled tabbing will highlight each one:

Patient Search Field
Search Button
Clear Button
Actions
Arrangement
Pending Appointments
Special Needs/Preferences
Mobile Requests
Tools
o Print
o Export
0 Refresh
0 Query
4. After leaving the Tools section, control will go back to Patient Search field.

Table 2: Hot Keys for Ribbon Bar Components

Ribbon Bar Component Hot Key

Patient Search Field Alt +S

Action Alt + A

Arrangement Alt + G

Pending Appointment Window Alt + P

Special Needs/Preferences Alt + N

Mobile Requests Alt+ M

Tools Alt+T
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10.1.2 Request Type Dialog
Tabbing:
1. From the Actions Pane, with New Req. highlighted, press Enter. The Request Type
dialog box displays.
Focus is OK.
Tab to CLEAR.
Tab to APPT Request Type.
Tab to RECALL Request Type.
To select a Request Type, tab to highlight and press Space Bar key to select.
Tab to OK.

Press Enter.
Note: Arrow keys can also be used to navigate Request Type dialog box.

O N O O~ WD

Table 3: Hot Keys for Request Type Dialog

Component Hot Key
OK Alt + O
Clear Alt +C

10.1.3 Appointment Request Dialog

Tabbing:

The Appointment Request Dialog displays with focus on OK button.
Tab to CLEAR.

Tab to the Svc Related check box. Press the Space Bar to select.

Tab to the Clinic radio button (default selection).

Tab to Service/Specialty. Press the Space Bar to select.

Tab to the Clinic field. Enter the Clinic Name (four character minimum).
Tab to the CID/Preferred Date field.

Once highlighted press Enter to display Calendar control.

Use the up and down arrow keys to navigate dates in the calendar and press Enter to
select date.

10. Tab to Appointment Type.

11. Use the up and down arrow keys to select Appointment Type.

12. Tab to the Requested By field.

13. Use the arrow keys to select Requested By.

14. Tab to the Provider field (if applicable) to enter the Provider name (three character
minimum).

15. Tab to the Multiple Appointments Required check box. Press the Space Bar to select.

16. Tab to the Number of Appointments Required field.

=
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17. Use the up and down arrow keys to select the number of appointments required.

18. Tab to the Interval Between Appointments field.
19. Use the up and down arrow keys to select the number of days between appointments.
20. Tab to the Comments field.

21. Enter text in the Comments field.

22. Tab to the OK Button.

23. Press Enter to select and create APPT Request and exit dialog.

Table 4: Hot Keys for Appointment Request Dialog

Component Hot Key
OK Alt+ 0O
Clear Alt +C

10.1.4 Query Dialog

1. The Query Dialog displays with focus on Patient field.
2. Enter the patient name Last Name, First Name or last initial and last four of SSN.
3. Tab to the Find button.
4. Press Enter.
5. Use the Down Arrow key to highlight names in Patient list.
6. Use the Enter key to select patients from list to include in query.
7. Tab to the Patients column.
8. Use the Down Arrow key to highlight names listed. To remove names from selection
press Enter.
9. Tab to the Request Type Filter.
10. Press Enter to display Request Types dialog box.
11. Use the arrow keys to navigate the Request Type selection grid.
12. Press the Space Bar key to select highlighted Request Type.
13. Tab to OK to confirm selection.
14. Tab to Cancel to quit selection and exit dialog.
15. Tab to the Clinic/Service Filter.
16. Press Enter to display Clinics dialog box.
17. Enter the Clinic/Service name in field (four character minimum).
18. Tab to the Find button.
19. Tab to the Select All check box.
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20.
21.
22,

23.
24,
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44,
45.
46.
47.
48.
49.
50.
51.

Press Space Bar key to Select All.
Tab to the Clinics or Services radio button.

The Clinics radio button is defaulted. The Services radio button can be selected by
pressing the Space Bar key.

Use the arrow keys to navigate up and down Clinics/Service Grid.
Use the Space Bar key to select/unselect from list.

Tab to OK and press Enter to confirm selections for query.
Tab to Cancel and press Enter to quit selection and exit dialog.
Tab to Priority Group Filter.

Press Enter to display Priority Group dialog box.

Tab to the Select All check box.

Press the Space Bar key to select (if applicable).

Tab to the Priority Group grid list.

Use the arrow keys to navigate up and down list.

Use the Space Bar key to select/unselect Priority Group options.
Tab to OK and press Enter to confirm selections for query.
Tab to Cancel and press Enter to quit selection and exit dialog.
Tab to the Wait Time drop down.

Use the arrow keys to navigate options for query selection.

Tab to the ScVisit? drop down.

Use the arrow keys to navigate options for query selection.

Tab to the Service Connected? drop down.

Use the arrow keys to navigate options for query selection.

Tab to the Origination Date field.

Enter the date for query selection as applicable.

Tab to the CID/Preferred Date field.

Enter the date for query selection as applicable.

Tab to the Urgency field (Applicable to Consult Requests only)
Use the arrow keys to navigate list for query selection.

Tab to the Change Sort field.

Use the arrow keys to navigate list for query selection.

Tab to the Clear button.

Press Enter. The Clear Filter dialog box displays.
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52.
53.

54,
55.

56.
S7.
58.
59.
60.
61.
62.
63.

Tab to OK.

Press Enter to clear the Request Query dialog box of all filter selections and start query
selection process again.

Tab to Cancel.

Press Enter to Cancel Clear Filter selection and exit dialog.
Note: Selecting Cancel in this dialog will keep current Request Query dialog filter
selections for query.

Tab to Submit button.

Press Enter. The Request Query Confirmation dialog box displays.

Tab to OK.

Press Enter to display query results in Request Management Grid.

Tab to Cancel.

Press Enter to key to abort query results and return to Request Query dialog box.
Tab to the Close button.

Press Enter to close Request Query dialog box.

10.2 Systems Tab
The Hot Key, Ctrl + Y, is used to navigate to the Systems Tab.

10.2.1 Systems Tab Ribbon Bar
Tabbing:

1
2.
3.
4

. Tab to Scheduling Management.

Press Enter to display Scheduling Management dialog box.
Tab to Availability.
Press Enter to display Availability Selection dialog box.

Table 5: Hot Keys for Systems Tab Ribbon Bar

Ribbon Bar Component Hot Key
Systems Tab Ctrl+Y
Scheduling Management Alt + M
Availability Alt +H
Selected Clinic Alt + L

10.2.2 Scheduling Management Dialog

10.2.2.1 Clinics and Users Tab
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Tabbing:
1. The Scheduling Management Dialog displays with Clinics and Users tab enabled. Focus

© ©® N ks W

is on OK button.

Tab to the Users Selection List.

Use the Down Arrow key to highlight the First Name in Users List.
Press Enter to select User Name.

Tab to the Prohibited Clinic field.

To select the Prohibited Clinic, and enter the Clinic Name.

Tab to Find Button and press Enter. The Prohibited Clinic List is displayed.

Use the arrow keys to navigate up and down the list.
Tab to the Privileged Users List that are assigned to selected clinic.

10 Tab to the Add User button.
11. Tab to the Remove User button.
12. Tab to the Remove All button.\

Table 6: Hot Keys for Scheduling Management Dialog

Component Hot Key
Add User Alt + A
Remove User Alt + R
Remove All Alt + E
Find Alt + F
OK Alt + O
Cancel Alt +C

10.2.2.2 Clinic Groups Tab
Tabbing:

1.

© ©® N ks W

The OK button has the focus when Clinic Group Tab displays.

Tab to Resources.

Enter Clinic Schedule Resource—User name, Clinic Name, Clinic Group.
Tab to Find Button and press Enter to search.

Use the Down Arrow to highlight first name in Resource List.

Tab to the New Group button.

Tab to the Edit Group button.

Tab to the Remove Group button.

Tab to the Clinic Groups List.

10 Tab to the Add Resource button.
11. Tab to the Add All button.
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12. Tab to the Remove Resource button.
13. Tab to the Remove All button.

Table 7: Hot Keys for Clinic Groups Tab

Component Hot Key
New Group Alt + N
Edit Group Alt + E
Remove Group Alt + R
Add Resource Alt+S
Add All Alt + L
Remove Resource Alt + D
Remove All Alt + X
OK Alt + O
Cancel Alt +C

10.2.3 Availability Selection Dialog
Tabbing:

1.

No gk~ own

The Availability Selection Dialog displays with focus on OK button.

Tab to the Cancel button.

Tab to the Search by Name field.

Enter the Clinic Name (four character minimum).

Tab to the Resource List Grid.

Use the arrow keys to navigate up and down Resource L.ist.

Press Enter to select the highlighted Resource. Select Clinic Availability displays.

Table 8: Hot Keys for Availability Selection Dialog

Component Hot Key
Search Field Alt +S
First Row of Results Grid Alt + G
OK Alt+ 0
Cancel Alt +C

10.3 Reports Tab
The Hot Key, Ctrl + R, is used to navigate to the Reports Tab.
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10.3.1 Reports Tab Ribbon Bar
Tabbing:

1. Tab to Audit Activity.

2. Tabto Clinics.

3. Tab to Management Reports.
Table 9: Hot Keys for Reports Tab Ribbon Bar

Ribbon Bar Component Hot Key
Reports Tab Ctrl +R
Reports Alt + R

10.3.2 Audit Activity Dialog

Tabbing:
The Audit Activity dialog box displays with focus on Close button.
Tab to the Scheduler drop down.
Default is All.
Use Down Arrow key to select user name (listed in alphabetical order).
Enter the user name (last name, first name) to jump to specific user.
Tab to the Start Date field.
Press Enter to select Calendar control.
Use the arrow keys to select date.
Tab to the End Date field.

. Press Enter to select Calendar control.

© © N o g s~ w Db E

e
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. Use arrow keys to select date.

. Tab to the View Audit Report.

. Press Enter to display Audit Report in Grid.
. Tab to the Export Audit Report.

. Press Enter to display Save As dialog box.
Note: Only data outputted to screen will appear in exported Audit Report.

. Tabbing is enabled for Audit Report Grid.

T~ e o
ga o~ W N

[E=N
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Table 10: Hot Keys for Audit Activity Dialog

Component Hot Key
Scheduler drop down Alt+S
Audit Report Alt +V
Export Report Alt + E
Close Alt +C

10.3.3 Clinic Activity Dialog

Tabbing:

The Clinic Activity dialog box displays with focus on Exit button.

Tab to Clinic Search field.

Enter the Clinic Name (six character minimum).

Tab to the Search button.

Press Enter.

Tab to the Clinic Results Grid.

Tab through Clinic Results Grid including Column Headers and Filter dialogs.

N o g bk~ w DR

Table 11: Hot Keys for Clinic Activity Dialog

Component Hot Key

Search Button Alt + S

Clear Alt +C

Export Alt + E

Exit Alt + X
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11 Troubleshooting

Please contact the National Service Desk (NSD) and open a ticket for any VS GUI related issues.

11.1 Changing User ID and Password

Contact your supervisor or System Administrator for User ID or Password changes.

11.2 Special Instructions for Error Correction

There are some warnings that may be displayed in a dialog. These include:
Table 12: Warning Messages

Reason for Message |Message Action |Result

Sensitive Information | Warning displays to the user: Click User is able to log

Warning OK into the Security Log
xR\ ARNING*** Audit Trail

**RESTRICTED RECORD***

Warning for similar Similar Names dialog displays Click User is able to
names and Social System lit patients with similar | OK continue
Security Number name and same last four digit of
SS#
Accessing deceased This patient died on <Date of Click User is able to
patient’s record Death> OK perform action such
Do wish to continue? as Disposition,

Cancel Appointments

Accessing own record | Security regulations prohibit Click User is unable to
at selection computer access to your own OK perform any
medical record. activity/actions
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12 Acronyms and Abbreviations

Term

Description

Access Block

A color-coded representation of the amount of time allotted for a specific
Access Type (or appointment).

Access Types

The variety of different appointment types available in the Legacy VistA
Scheduling package. Each type of appointment, such as routine
physical, dental, walk-in, or other specific appointment type is an Access

Type.

Access Groups

Categories of Access Types. Assigning Access Types to Access Groups
makes it easier to schedule and search for certain types of
appointments.

API

Application Program Interface

Appointment

A scheduled or unscheduled meeting between patient and healthcare
professional.; an appointment can include several encounters with
providers or clinics for tests, procedures, etc

CID Clinically Indicated Date

Clinic A medical center location where patients receive care by a doctor or
authorized provider.

Enh Enhancement

EWL Electronic Wait List

GUI Graphical User Interface

MUMPS Massachusetts General Hospital Utility Multi-Programming System

NSR New Service Request

OoT3 Optional Task #3

OoT4 Optional Task #4

OVAC Office For Veterans Access to Care

PACT Patient-Aligned Care Teams

PIMS Patient Information Management System

POC Point of Contact
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Term Description

Provider A doctor or other authorized provider in the medical center who provides
patient care.

PWS Performance Work Statement

RM Grid Request Management Grid

RTC Return to Clinic

Slot Number of appointments per defined appointment length that have been
previously set up in VistA Scheduling. For example, If Slots = 4 and your
clinic (resource) appointment length is 30 minutes, then there are four
available appointments for every 30 minutes.

T4 Transformation Twenty-One Total Technology

TAC Technology Acquisition Center

TCP/IP Transmission Control Protocol/Internet Protocol

VA Department of Veterans Affairs

VAR Veteran Appointment Request

VistA Veterans Health Information Systems and Technology Architecture

VSE VistA Scheduling Enhancements
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13 Hot Keys Quick List

Patient demographic information can be displayed and edited at any point in the process by
entering Ctrl + P to bring up the Patient Info screen.

Ribbon Bar Components

Ribbon Bar Component Hot Key
Patient Search Field Alt+S
Action Alt + A
Arrangement Alt+G
Pending Appointment Window Alt+P
Special Needs/Preferences Alt + N
Mobile Requests Alt+ M
Tools Alt +T
Request Type Dialog

Component Hot Key
OK Alt + O
Clear Alt +C
Appointment Request Dialog

Component Hot Key
OK Alt + O
Clear Alt +C
Systems Tab Ribbon Bar

Ribbon Bar Component Hot Key
Systems Tab Ctrl +Y
Scheduling Management Alt+ M
Availability Alt +H
Selected Clinic Alt + L
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Scheduling Management Dialog

Component Hot Key
Add User Alt + A
Remove User Alt + R
Remove All Alt + E
Find Alt + F
OK Alt +0O
Cancel Alt +C
Clinic Groups Tab

Component Hot Key
New Group Alt +N
Edit Group Alt + E
Remove Group Alt + R
Add Resource Alt +S
Add All Alt + L
Remove Resource Alt + D
Remove All Alt + X
OK Alt+0O
Cancel Alt +C
Availability Selection Dialog

Component Hot Key
Search Field Alt +S
First Row of Results Grid Alt + G
OK Alt+ 0
Cancel Alt +C
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Reports Tab Ribbon Bar

Ribbon Bar Component Hot Key
Reports Tab Ctrl +R
Reports Alt + R
Audit Activity Dialog

Component Hot Key
Scheduler drop down Alt+S
Audit Report Alt +V
Export Report Alt + E
Close Alt +C
Clinic Activity Dialog

Component Hot Key
Search Button Alt +S
Clear Alt +C
Export Alt + E
Exit Alt + X
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