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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

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.

1.2 Overview

For help understanding the screen layout or how to log on or off, see Section 3: Getting Started
for more specific instructions.

If VS GUI was previously installed at the site and it has to be upgraded to the current version,
patients can be scheduled as described in Section 6: Appointment Management, or view and
print schedules.

1.3 Project References

For references for VistA Scheduling Enhancement (VSE) Enhancement (Enh) 1, Enh 2, Enh 3,
New Service Request (NSR) #002, Veteran Appointment Request (VAR), and Optional Task #3
(OT3), refer to the following Requirements Specification Documents (RSD):

e VSE_Enhl Enh2_RSD.doc

e VSE_Enh3 RSD.doc

1.3.1 Information

The points of contact (POCs) for VS GUI are the same as those for the VistA Scheduling
module.

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

The National Service Desk (NSD) supports VS GUI.
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1.4 Organization of the User Guide
The user guide is comprised of seven sections. They are:

e 1 - Introduction. Discusses general and project information. Also included is a list of
acronyms and abbreviations.

e 2 - System Summary. Contains system configuration, data flows, and user access level

information.

e 3 - Getting Started. Contains procedures for logging on and off of the system,
information on VS GUI tab displays, basic searching, sorting, filtering, and viewing of
information. Also, printing and exporting schedules.

e 4 - Manage Patient Demographics. Includes procedures to find patients, view and update
demographic information, and add new patient requests. Managing appointment
procedures are also contained in the section.

e 5-Clinics. Viewing and appointments with clinics and administrator actions with clinics
are located in this section.

e 6— 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.

e 7 -—Troubleshooting.

1.5 Acronyms and Abbreviations
The table below defines terms used in this document.

Table 1: Acronyms and Abbreviations

Term

Description

ACAP

Access and Clinic Administrative Program

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 meeting with a provider or at a clinic; an appointment can
include several encounters with other providers or clinics for tests,
procedures, etc.
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Term Description

Clinic A medical center location where patients receive care by a doctor or
authorized provider.

Provider A doctor or other authorized provider in the medical center who provides
patient care.

Enh Enhancement

EWL Electronic Wait List

GUI Graphical User Interface

MUMPS Massachusetts General Hospital Utility Multi-Programming System

NSR New Service Request

PACT Patient-Aligned Care Teams

PIMS Patient Information Management System

POC Point of Contact

PWS Performance Work Statement

OoT3 Optional Task #3

OoT4 Optional Task #4

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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2 System Summary

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:

e A standard tool for viewing and scheduling aggregated resources in order to improve
performance for appointment scheduling

e Improved visibility into resources across clinic profiles

e Exposes previously underutilized resources

e 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:

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

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

e Improves business processes and efficiency by streamlining the process and removing
duplication

e Eliminates waste in a Scheduler’s workload processes related to appointment requests
New Service Request (NSR) #002:

e The aggregated request list functionality built into the VS GUI must be separated from
the wait list file structure in VistA.

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

e 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).

e The aggregated request list functionality built into the VS GUI will only display Wait
Lists associated with Clinics whose clinic profiles allow such display.

e 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:

e 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
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View appointment requests within VS GUI
Communicate or message the Veteran from within VS GUI up to a limit of four times
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:

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.

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

Veteran Disabilities will be displayed 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:

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

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.

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).
No appointment can ever be booked.

Clinic inactive.

Holiday but bookable.

Holiday but NOT bookable.

No availability created for the clinic.

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

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

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

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

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.

O O 0O 0O 0O o o
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e The VSE GUI shall allow for entering 'CID/Preferred Date' and/or appointment date
within the appointment requests using past dates.

e Multi-book Enhancement GUI.

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

» 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.

* Modification to VistA Recall Reminders.

Enhancement 3: Enhancement 3 provides a consolidated view of resource management metrics
related to scheduling supply and demand, for appropriate organizational components (e.g., 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 (PII) data.

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

e Scheduler — Has access to:

(0]

(0]

(0]

VS GUI - 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.

Find Appointments — Specify the dates to select for the next available
appointment in a clinic or a list of clinics.

Resource Schedules — Display Clinic Schedules.

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.

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

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

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

e Administrator — Has access to:

o All Scheduler functions.
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 functional personnel 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 GUIL. If User
Access and Verify codes are needed, contact your supervisor or site administrator.

I |

ATES
'MENT OF VETERANS AFFAIRS

VistA Scheduling

Access:

Werify:

[v2.0.0.3] OK Cancel

Figure 1: User Login

3.2 Logging Off

To log off when you are finished scheduling appointments, click the Close button (X) in the
upper right corner of the VS GUI.
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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 all users

.

Name:

Gender; Street Address:
Figure 2: VS GUI Tabs

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

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

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

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

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

e 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.

e Tools: Options to print, export, refresh, and perform queries.
e Request Grid: View a list of patients waiting for an appointment

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

e Schedules: View multiple clinic schedules in one screen
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Figure 3: Task Tab

3.3.2 System Tab Action Areas

The System tab display includes the following sections:

|2 i [ B s4dsm B

e Resource Management: Scheduling Management allows for management of privileged

users within Prohibited and Clinic Groups

e Resource Schedules: Availability allows for search of resource by name
e Selected Clinic: View Primary Provider, Overbook Limit, Inactive Date, and Reactive

Date for a selected clinic

H vista Scheduling

Primary Provider None  Inactive Date

Scheduling
Management

| Resource Management Resource Schedules

Availabdity Overbook Limit 3 Reactive Date

Selected Clinic

Figure 4: System Tab
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3.3.3 Reports Tab Action Areas

The Reports tab display allows for viewing and exporting of Audit Activity, Clinics Activity,
and Management Reports.

E VistA Scheduling

i
v 177
— 3 Tasks  System
[ i
A A
Audit Clinics Management
Activity Reports
Reparts

Figure 5: Reports Tab

3.4 Searching

The search feature enables a Scheduler to:
e View and search clinic profiles to view appointments resources by clinic or by clinic
groups
¢ View and search patient requests by request type
e Sort the request queue by any column in ascending or descending order

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

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

3.4.1  Search for patient:

1) Loginto VS GUI.

2) In 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)
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Figure 6: Patient Search

3.5 Filtering

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

e Lists
e Time Period
e Facility

The following sections describe basic filtering.

3.5.1 Filtering Lists

You can filter any column on the request grid to narrow the type of information that you want to
see. In the request grid, click any column that shows a filter icon, and then select a filter option.
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Figure 7: 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 to page through the records.
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714-234-5656
213-456-9012

213-456-9012

3045551234

714-234-5656

1231231233 GROUP1
1231231233 GROUP 1

619-876-2222 GROUP 1

5/26/2015
10/2/2015
10/5/2015
10/30/2015
10/30/2015
11/4/2015
1/5/2016
1/11/2016
1/18/2016
1/18/2016
1/18/2016
1/19/2015
1/20/2015

1/20/2015

Special Needs/Preferences

5/26/2015
9/28/2015
9/28/2015
s/25/2015
10/29/2015
8/25/2015
9/21/2015
8/28/2015
8/28/2015
8/28/2015
8/28/2015
1/19/2015
10/14/2014

11/20/2014

Mobile Requasts

PRIORITY T | CID/PREFERRED DATE T | ENTERED/RR NO DATE [ | REQUESTOR

Print
Export
Refresh
Query
Tools
REQUESTED B *
DOCTOR, GNE
PATIENT PATIENT
PATIENT PATIENT

ZAVALA,CHRISTINE ALLERGY ZAVA=

STUCK,ERIN

CLINIC 10MIN

ZAVALA,CHRISTINE ALLERGY ZAV/

PATIENT
PATIENT
PATIENT
PATIENT
PATIENT
PATIENT
PROVIDER.

PROVIDER.

PATIENT
PATIENT
PATIENT
PATIENT
PATIENT
PATIENT
MANAGER,5¥S

AVERY,KETTH |
3

Fage | 1 of 2

Figure 8: 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) and then choose the desired clinic to view by clicking the clinic name
from the drop down menu.

1 September - 2015 2
Sun Mon Tue Wed Thu Fri Sat
30 31 1 2 3 4 5
f 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 29 25 26
27 28 29 30 3

Clinic Schedules

PULMONOLOGY CLINIC

PULMONOLOGY CLINIC

Clinic Schedules
Provider Schedules

Clinic Groups

Figure 9: 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.
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Sun Mam
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12 13
15 i)

26 Fi)

April - 2015

Tue Wed
i
7 8
14 15

26 i

This

2
¥
16

30

Figure 10: 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.

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, and then by Preferred Appointment date, and
then by Date entered (Request date). Perform the following procedure to sort by column.

1. Logonto VS GUI as a Scheduler.
2. Click any of the column headers to change the sort order.

CID/PREFERRED DATE [ |I

11/17/2015
11/18/2015
11/20/2015
11/20/2015
11/26/2015

11/26/2015

Figure 11: Sorting by Column

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

3.7.1  Printing a Request Grid

The VS GUI also allows for printing of a request 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.

= Microsoft XPS Document Writer [redirected 2)
=¥ PDFCreator

pests

i

_ PATIENT

Tools
REQUESTY
PATIENT
PATIENT
PATIENT
PATIENT

PATIENT

Figure 12: Printing a Schedule

2. Select the desired printer, and then click Print.
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3.7.2  Exporting a Grid

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

3. On the ribbon bar, in the Tools section, select the Export option.

P =| Documents library
B irexn Pt 2 beatieni fesis

f [——_ [ Tt | e [ [le 7 eequeston

ha it SaATh your e Ch

Figure 13: Exporting a Grid

4. In the 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.

5. Open the file and review the contents. All data in the request grid is saved as desired.
Note: Only data that was displayed on screen will be exported to the file.
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3.8 Viewing

3.8.1 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, however, you can change the view. Use the following procedure to view requests
by request type. Requests will display 25 at a time. Additional requests can be viewed by paging
to next page.

1. Logonto VS GUI as a Scheduler.

2. View the request grid. Consult, APPT, EWL, and Recall requests appear that have a wait
time of 90 days or more. The preferred date for the patient request type is shown in the
CID/Preferred Date column.

.REquEST'rer WAIT TIME >=90 Days = | PT MAME

PROCEDURE seect Al _,J
PROCEDURE | BT consULT At
PROCEDURE EWWL
PROCEDURE PROCECURE vl |
EWL Sheow rows wit by
BWL Is equal to - L
4
Match case
Fesources ol "
- 15 equal to
Sun Mon
1 Match case
A . Filter Clear Filter
14 15

Figure 14: 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.

a. Select EWL to view the Electronic Wait List requests.
Select APPT to view appointment requests.

b

c. Select Recall to view recall requests.

d. Select Procedure to view procedure requests.
e

Select Consult to view consultation requests.
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3.8.2 Viewing Requests by Patient
Use the following procedure to view requests by patient.

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 Search button, and then select the requested patient name.

0 ¥ista Scheduling

™
fETT P s
Ay Tasks System Reports

Name: Patient Type: DOB: Time Scale
Gender: Street Address: City/State:

Ward: Sve Connected: 5c Percent: View Mode
Week
Search: TEST,CS |T| Search Clear

TEST,CS  112/1973 423123456 MILITARY RETIREE Female igement

Figure 15: Select Patient

3. From the Request Type dialog box, select PATIENT.

What type of request is nesded?
C APPT
" RECALL
{* PATIENT
oK Cancel

Figure 16: Request Type

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 Task tab.

Figure 17: Patient Pending Requests and Booked Appointments
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3.8.3 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 procedure to change the

schedule view. Use the following steps to change the schedule view.

1. Logonto VS GUI as a Scheduler.

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
0 Month

iif vistA Scheduling
o visiad
(ET1 P

e/ Tasks System Reports

Name: ESTEST,EMSL Patient Type: 5C VETERAN DOB: 4/8(1948 MNew Reg. Time Scale
Gender: F Street Address: 7654 AUTUMN RD City/State: PIGEON, WV
Ward: Svc Connected:  YES Sc Percent: 60 View Mode
Week »
Search: | ESTEST,EMS L = | | Search Clear
Day
Select Patient Actions Week
Month

| RFOLIFST TvBF 7T WATT TIMF 4ll Dave = PT NAMF

Figure 18: 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 is displayed.

| Schodui =
o ||| PEAER O
03015 eac00- wy/as caco 01 | Day wieek Manth Tuncline

Wed 162016 Thu}17/2016 | Fni3/18/20%

oemsonTEST

Clnic Schadules Provider Schedules = [ Inew EEwakin [ Jnoshow ([ Check in

Figure 19: 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 as a Scheduler.

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

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

Search:  TEST) it
TEST,STEVE -
TEST,BILL

tEQUEST
TEST,B0B
LECALL | TEST,BOBFOUR
wpT | TEST,BOBTHREE
TEST,BOBTWO

TEST,BRAD

\PPT
\PPT | TEST,CANCEL

| TERRY,CHAD
TEST,CHRISTINE

Figure 20: 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 display more patient detail. Use the following
steps to view patient demographics in the ribbon bar.

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,
and then click Search Button. Select the requested patient name from drop down list

In Request Type dialog select Patient.

4. View the patient demographics in the ribbon bar. The following patient demographics are
available:
e Patient Name: Last name, First name
e Patient Type: VA patient type
o DOB: Date of birth in mm/dd/yyyy format
e Gender: Male (M) or female (F)
e Street Address: Patient’s street address
o City/State: Patient’s address city and state
e Ward: For inpatients current ward location will display
e Svc Connected: Is the patient service connected (Yes or No)
e SC Percent: Percent of service connected disability
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wr_v -
| Tasks System Reports

Name: TEST,INPATIENT A Patient Type: 5C VETERAN DOB: 9/1/1945
Gender: M Street Address: 900 5T ELENA 5T CityfState: FOUNTAIN VALLEY,CA
Ward: GEMERAL Svc Connected:  YES Sc Percent: 50
Search: | TEST,INPATIENT A = | Search Clear
| Select Patient |

Figure 21 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 Inguiry 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
FPhone: BEB-333-4545 Phone: NOT APPLICAELE
Office: BEB-777-9090
Cell: UNSPECIFIED
E-mail: UNSPECIFIED
Bad Addr: OTHER
Confidential Address: Confidential Address Categories:
ND CONFIDENTIAL ADDRESS
From/Tao: NOT APPLICABLE
POS: UMSPECIFIED Claim #: UNSPECIFIED
Relig: UNSPECIFIED Sex: FEMALE
Race: ASLAN Ethnicity: HISPANIC OR LATING
Combat Vet Status: NOT ELIGIBLE
Primary Eligibility: CHAMPVA (NOT VERIFIED)
|| Other Eligibilities:
Unemployable: NO
| Status : ACTIVE INPATIENT-on WARD
Admitted : OCT 5.2015@14:02:04 Transferred
Ward : GEMERAL Room-Bed : GEN-3
Provider : PROVIDER,MARG Specialty : MEDICAL OBSERVATION

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:

Attending : DOCTOR,ONE —_—

Last Edited By:
t:r'imnn.r rara Tafarmation: | _l'lll

T T ==

Figure 22 Patient Inquiry Detail
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4.1.3 Patient Eligibility Information

When adding a new Consult, 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:
e SC Percent

e Current Disabilities
e Primary and Secondary Eligibility Codes

Fi vista Scheduling - Patient d’%

= #f patient’s Higibility Information: Name DoB S5N

= | = I TEST,CHRISTINE I *SENSITIVE® I ***** 4321
SC Percent: 85%
Home: S TEST cake | Gender Institution Originating Date
LOSS OF BOTH FEET AND ONE HAND 60% | YES - : e
Gender: F IF I‘.’AMC ONE Iz;z;zms
LOSS OF EYE 100% | YES fesh
ward: GENE| GouT i | ode | Originating User Friority Group Ethnicity L
STUCK,ERIN 1 ~|[moT Hispanic or LaTING -
TYPHUS 0% | ves I [eroue Bl et |
Search: | TEST
TREPONEMAL INFECTIOUS CONDITION 25% YES Race Address City State  Zip Code ‘
pem ; P TG T EE s
ACQUIRED IMMUNE DEFICIENCY SYNDROME | 35% | MO [E | NATIVE HAWATIAN OR OTHER PAC] ~[[555 MAIN AVE [Paco paco [as =][os70s
| REQUEST TYPE RT EQUESTED B *
- Primary Eligibility Code: SERVICE CONNECTED 50% te 100% Coustly, i Gkl Pimne e =
EwiL United States = ATIENT
Secondary Eligibility Codes: TRICARE I Ll I
RECALL VERY,KEITH
Bad Address? [T hd [ svcRelsted [T Veteran
RECALL 341 TEST,CHRISTINE JAVALA, CHRIS
Request Information
RECALL 341 TEST,CHRISTINE JAVALA CHRIS
@ Clinic © Service/Spedialty CID/Preferred Date: Appointment Type
RECALL 341 TEST,CHRISTINE = - = HIMMES,STE|
[l i y
Requested By Provider Status
' | | | El =
Schedul Multiple Appaintments Required —|
. February - 2016 e e d
v
sun  Mon Tue Wed Thu Fri  Sat Spedial Neads/Preferences
Time of Day
v 2] s L 8 5 I™ Gender Specific Provided« Hearing Impaired C AaMOnly € PMOny @ Both ‘
i 8 9 10 u 12 13 I Language Preference [+ Neads Escort —Day of Week
4 15 16 17 18 13 20 [T Monday I Tuesday [ Wednesday
21 2 B’ M ;w2 27 I~ On Stretcher [ special Mode of Transportation I Thursday [IFriday
3 29
N Remarks: ITHLIRSDAV
Clinic Schedules Comment

Clinic Schedules Provider Schedules ~
oK Cancel

!
Dstert] 3 B 5 |2 ——r 2054 B

Figure 23 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 while placing an APPT
request. Perform the following procedure to update patient demographic data. Use the following
procedure to update patient demographics.

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 Search button. Then select the requested patient name from drop down list.
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3. Inthe Request Type dialog box, select APPT, and click OK.

Mrequest 1ype _____________FiJ

What typs of requast is needzd?
= APPT

" RECALL
" PATIEMT

Ok Cancel

Figure 24 Request Type - APPT

4. In the Appointment Request dialog box, undefined patient demographic information
will be displayed in empty drop down boxes and text field, in the Patient Information
section. Information defined during registration will appear dimmed and is not editable.

[N Appointment Request Ffor ESTEST,WALK E1
Patient Information | ;I
Name OB 55N
| ESTEST,WALK | 12/16/1985 | 555443020
§
Gender Institution Oniginating Date 1
|r-1 | VAMC ONE | 12/16/2015
Originating User Priority Group Ethnicity I
|"~TIJ('H.FRIN |c.¢~0u|* 1 j' —'I
Race Address City State Zip Code ]
[ El I = 5
Country Phone (residence) Phone (work) b
I =l i ,
Bad Address? [V | Homeless =l ¥ Svc Related I™ veterar !

Figure 25 Appointment Request Dialog—Patient Information Section

5. Complete Appointment Request per instructions from Section 4.2.2. Click OK.
Once request is completed the updated patient demographics will be displayed in
Ribbon Bar.

6. Click Clear to go back to the all patients view.

415 Marking for Bad Address

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

If a patient address is missing because it was not defined during patient registration, then the Bad
Address check box is checked by default.
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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 Search button, and then select the requested patient name from drop down list.

3t Yista Scheduling
7
(ELT ) 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 26 Select Patient3.

In the Request Type dialog box, select APPT, and click OK.

[N Request Type =]l
What type of request is needed?
= APPT
" RECALL
~ PATIENT
Ox Cancal

Figure 27 Request Type - APPT4.

In the Appointment Request dialog box, confirm the patient’s address information, and then

check the Bad Address check box.
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—
" ]

Appointment Request for ESTEST, WALK [
r~ Patient Information =
Hame D08 55N
|r_:.'_-:'.',-.-:-ut In_.1r.-'w35 r553-|-|:u:|3.;
Gender Institution Originating Date
|:--. In ONE [-.2-;3.—:-315
Originating User Priority Group Ethmicity
I:-'.,xr.'Al;;:R SYSTEM |(:;L:U._.,_. 1 ;I[ -
| Race Address City State Zip Code
i | | =
Country Phone (residence) Phone (work)
l =l
Bad Addrpss? [ | Homeless [ [V Sve Related [T Veteran
: Request Information Hndahreratie
& dlinic © Servicd'Special|] Other Appointment Type
| Address Mot Found
| : = g

Figure 28 Appointment Request Dialog—Bad Address Selection

5. Choose the reason for the bad address:

a. Undeliverable

b. Homeless

c. Other

d. Address not found

6. Define the Request Information and Special Needs/Preferences.

7. Click OK.
4.2 Actions

4.2.1 New Request

After searching for and accessing a patient demographics and 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 will appear in the Ribbon bar. In

Actions pane, select New Request.

VistA Scheduling Enhancements (VSE) 25
VS GUI User Guide

May 2016



81 Visth Scheduling
17—
E L] P e

A Tasks System Reports

Name: TEST,INFATIENT A Patient Type: 5C VETERAN DOB: 9/1/1945 New Req.
Gender: M Street Address: 900 5T ELENA ST City/State: FOUNTAIN VALLEY,CA
Ward: GENERAL Svc Connected:  YES Sc Percent: S0
Search: | TEST,INPATIENT A = | | Search Ciear:
e Actions

Figure 29: Actions Pane

2. The Request Type dialog box will re-appear, allowing you to create a new request.

@requestpe K

What type of request is needed?
= APPT

" RECALL
" PATIENT

Ok Cancel

Figure 30: Request Type — APPT

4.3 Arrangement

43.1 View Mode

Refer to section 3.8.3: Changing the Schedule View for changing the arrangement of the
default calendar view.

4.4 Pending Appointment Window

The Pending Appointment Window will display a patient’s already booked appointments. The
appointment view will default 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 will open the Clinic Schedule Grid.

The clinic schedule will default to the appointment date for past dates. The clinic schedule will
default to current (today’s date) for appointments dated “today” or less than three days in the
future. The clinic schedule will default to -/+3 days of the appointment date for future dates.
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Figure 31: Pending Appointment Window—Past Appointment Date
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Figure 32: Pending Appointment Window—Current less than 3 days in future

VistA Scheduling Enhancements (VSE)
VS GUI User Guide

27

May 2016



iy
“2F Taga | Stem  Bapol
[y Patamt Trpa: Coe: tars Fug T o =] [ R e ]
[~ = e dddrian Crpiss “..-.h ?:d:'“ o : (w.n;- I 2::3:“. i :.T:}
W A 5 Pa e Heale Ei?: uare
— A
Saarhs | BLTESE
Clinic Schedule displays future SR i L
- REQUENT TEPE _ oo DT PUESTED B~
N appointment date defaulted as -3/+3 gy Ty e povm—
e days of appointment date. i i e
ol "
" -;'.h'l'*' s | uman \ ||
3 CLINGT 30w = |
Ten  Mon Ter Wl T L 2] .- - - - |
1 1 1 | iyes b - vy E (5] | | Doy e ] vonth Torveara 10 - b6 Deienles 006+ = |
1o ' 4 1Sty 1 Smdar 12 Horare ||Jtmn 1wty 15 Thmise L Frday |
1 L o TR T BT =i 1] ¥
n it} k-] an n a Pl o 1 1 ] 1 3 -1
13 m w k- n N n 7 1 z 1 3
- ] 3 ] 3 ¥
Chnar Schsduley 10 & 1] 1 1 2 3.
4 G AGar 1 3 2 1 ]
] 3 | 1 ¥
5 | s T Ll as 1 i H 1 ¥
i L] 1 ] 3 3.
[ R S Tt IV in [ e show [ Check in  [TCheeik Gt
Clom] o & o5 ki

Figure 33: 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 including 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, 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. Select APPT from the Request Type dialog box

El Request Type E3 L
What type of request is needad? i
= APPT
" RECALL
" PATIENT
O | Cancal

Figure 34: Request Type - APPT
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4. Select the patient’s special needs from the Special Needs/Preferences section of the
Appointment Request dialog box.

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

Note: Remarks entered without accompanying Special/Needs Preferences selections will
not display in Ribbon Bar.

[N Appointrment Regquest for CLUMP,HEIDE A

Patient Information =l
Name [e0s].] 55N
If-.-.m.f-.qunl A |?.-~'.-'-.n?n ['.fl'.!'!‘:.l.'-":.ll}‘
Gender Institution Originating Date
Ir |".-'ﬁ-.l1l: ONE | 12/17/2015
Origanating Lisar Pricrity Group Ethmicity
Il-'r-::ﬂi..::{.'i,'-WLC-R | Jlr.m HISPANIC QR LATING =]
Race Address City State Zip Code
| j| 9875 MORTH E 5T [ | =lls240s
Country Phone (residence) FPhone (work)
| united states =|ls09-744-1255 [
Bad Address? [ | = I" SvcRelated [ veteran
¥ Request Information
% Clinic  Senvice/Specialty CIDyPreferred Date: Appointment Type
I 5l o 5l
Requested By Pronvider Status
Multiple Agpointments Required |
L
Specal Nesgs Preterences
Tiene of Day
™ Gender Specific Providerd Hearing Impaired C aMonly C PMOnly & Both
™ Language Preference [ Meeds Escort Day of Week
W Monday [ Tuesday W Wednesday
[ On Stretcher [~ Specal Mode of Trameportation e e
Remarks: |
- 4
Camment
.......... e

Figure 35: Appointment Request—Special Needs/Preferences Section

6. Click OK. Special Needs/Preferences entered during APPT Request entry will display in
Ribbon Bar.
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¥istA Scheduling [_[=]

(ET
7 | Tasks | System  Reports

Name: ESTEST,LARRY D PatientType:  SCVETERAN DOB: 10/20/1986 NeWReD. | Time scale Date [ anc | Status [ ]| [HessaG wpareD Print
_ JAN 26, 2016@11:20 ES CLINIC SDAY MO ACTION TAKEM RE?LA::ESO‘HUENT @ Export
Gender: 1 Street Address: 1983 LAKEWOOD DR City/State: LAND O LAKESFL 4N 26, 2016811:00 ES CLINICMWF  ACT REQ/CHECKED OUT » -
FEE 01, 2016@08:30  ES CLINIC MWF  ACT REQ/CHECKED IN R
Ward: Sve Connected:  YES Sc Percent: 40 View Mode FEB 05, 2016@12:30 E5 CLIMICHWF  NO ACTION TAKEN Quary
Week < FEB 08, 2016@09:00 ES CLINIC SDAY CANCELLED BY CLINIC
¥ - FEB 08, 2016@09:00 ES CLINIC SDAY FUTURE
Search: | ESTESTLARRY D dannecly ear MAR 15, 2016@11:00 C&P CLINIC FUTURE ~
Select Patient Actions Arrangement Pending Appointments Special Needs/Preferences || Mobile Requests || Todls

Figure 36: Ribbon Bar—Special Needs/Preferences

4.6 Mobile Requests

Mobile Requests are requests for appointments submitted by Veterans. If there are pending
appointment requests that need processed a number will display inside a red bubble in the
Mobile Requests pane. If there are no pending requests the word None will display in the red
bubble. For detailed instructions on processing Mobile Requests see section 6.7 Veteran
Appointment Request Scheduling.

4.7 Tools

4.7.1 Print

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

4.7.2  Export
Refer to Section 3.7.2: Exporting a Grid for details on exporting the request grid

4.7.3 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 will reset to its default logon
view.

Print
Export

Tools

Figure 37: Refresh Button in Tools Pane
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4.7.4  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 will 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 will display.

[ Request Query [ %]

Patient: Find

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

@ 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.

@ hen using any search criteria in this group the search criteria in either group

Query

or group (@ must be used as well.

Patients Request Type §/ | Cinics ] Services Y| pricrity Graup 5

Wait Time (Origination Date

I

IWAIT TIME =90 Days

CID/Preferred Date

SCVisit?

BOTH >

Service Connected?

BOTH b

Urgency

applicable to Consult requests only)

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

Change Sort: | Default -

Clear

Submit Close

Figure 38: Request Query

The following business rules are in place to allow for more refined search results:

[ ]
search criteria.

or in conjunction with other search criteria.

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

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.

VistA Scheduling Enhancements (VVSE) 31

VS GUI User Guide

May 2016



3. Click Submit. If the search criteria rules are not satisfied a Query Rule Validation dialog

box displays.

Bl NN BARY ke o LA D

Query Rule Validation
i

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

OK

L 8

Figure 39: 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.

Do you wish to continue?

oK

The current query produced 2 records.

Cancel

b (I

-

Figure 40: Request Query Rule Confirmation

4. Click OK to display the Query results in the Request Management Grid.
5. Click Clear to remove search criteria and start a new search.
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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 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, select Patient, and then click OK.

Mrewestie B
What type of request is needed?
C APPT
C RECALL
(¥ PATIENT
oK Cancel

Figure 41: Request Type - PATIENT

6. Inthe Request Management grid, view the existing requests for the selected patient.
Patient’s booked appointments will 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.

[f vista Scheduling

v VistA Scheduling for Division: VAMC ONE
=
S| Tasks | System  Reports
Name: TEST,CS Patient Type: ew ReA. | Tyme scale Date clinic Status =] | [GENDER SPECIFIC PROVIDER o Print
LANGUAGE PREFERENCE (=)
§ . FEB 09, 2016@07:30 BELLVUE CLINIC  CANCELLED BY CLINIC NEEDS ESCORT. Export
Gender: F Street Address: 1. City/State: A FEB 10, 2016@15:30  BELLVUE CLINIC ACT REQ/CHECKED IN ON STRETCHER &'_ etk
FEB 11, 2016@10:30 BELLVUE CLINIC  ACT REQ/CHECKED QU MONDAY
Ward: Svc Connected: MO Sc Percent: View: Mode FEB 12, 2016@10:30 BELLVUE CLINIC  CANCELLED BY CLINIC TUESDAY Query
Week FEB 16, 2016@14:00 BELLVUE CLINIC  NO ACTION TAKEN e DAY
| TEST.CE =l T FEB17,2016@10:00 BELLVUE CLINIC ~ ACT REQ/CHECKED IN e
' FEB 23, 2016@14:00 BELLVUECLINIC  FUTURE = ||| e |
Select Patient Actions. Amangement Pending Appointments Special Needs/Preferences Mobie Requests | Tools
i
REQUEST TYPE WAIT TIME All Days ~| | PT NAME T | MRTC| S5N SCvisit U TELEPHONE | PRIORITY ' | CID/PREFERRED DATE [ | ENTERED/RRNO DATE ' REQUESTOR REQUESTED BY *
APPT 65 TEST,CS Py | 423123456 555.555.5555 12/17/2015 12/16/2015 PATIENT PATIENT
Request flagged for
APRT 63 TEST,CS h 423123456 555.555.5555 12/18/2015 12/18/2015 PATIENT PATIENT
Comments. il
APRT 63 TEST,CS 423123456 555.555.5555 12/18/2015 12/18/2015 PATIENT PATIENT
APRT 37 TEST,CS Py | 423123456 555.555.5555 1/13/2016 1/13(2016 PATIENT PATIENT
APPT 37 TEST,CS Py | 423123456 555.555.5555 1/13/2016 1/13(2016 PATIENT PATIENT
i I} 3
Page |1 o1

[Viewing records 1 thru 25 of 56

Figure 42: 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 name and select
APPT in the Request Type dialog.

What type of request is needed?
= APPT
" RECALL
" PATIENT
O, Cancal

Figure 43: 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.

B vista Scheduling

Tasks System Reports

Name:

IENT A Patient Type:

DOB:

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

Select Patient

New Req.

Actions

Figure 44: Actions Pane—New Req. Selection

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

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

o Enter CID/Preferred Date for the preferred appointment/recall date. Can 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 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 See Section 4.3.2 for additional instructions regarding Multiple Appointment
Required check box options.

- Request Information
% Clinke  Service/Spedialty CID/Preferred Date: Appointment Type
| K a =l
Requested By Provider Status

l = K| -l
Multiple Appointments Required |

L

Figure 45: Appointment Request Dialog—Request Information Section

5. Inthe Appointment Request 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 will display in Ribbon Bar.

6. Text can be added in Comment field up to 80 characters to add information regarding
Appointment Request. Text will display in Request Management Grid under Comment

column.
NOTE: APPT Requests with Comments are flagged with a red arrow in the Request
Management Grid.

7. 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.

Special Needs/Preferences

™ Gender Spadific Providerds Hearing Impaired a0 C AMOnly & PMOnly (" Both
I Language Preference [ Meeds Escort Day of Week
[T Monday [ Tuesday [~ Wednesday
I On Stretcher ™ Special Mode of Transportation I Theradey [l Priduy
Remaris: ]
Comment

oK Cancel

Figure 46: Special Needs/Preferences section from Appointment Request dialog.
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Figure 47: 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. 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. In Request Type dialog, select Patient.
6. Inthe Request Management grid, right-click on the applicable APPT request.
7. Select APPT/VETERAN Disposition option.
8. The following options appear for selection:
0 View Request
o Edit Request
o Transfer to EWL —see section 4.2.4 Transferring to EWL for instructions.
0 Death
0 Removed/Non-VA Care
0 Removed/Scheduled-Assigned
0 Removed/VA Contract Care
0 Removed/No longer Necessary
o Entered in Error
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9. Select View Request. The Appointment Request dialog box will appear with everything

greyed out as the dialog box is Read-Only

[5] Appointment Request for TEST,CHRISTINE
[~ Patient J

Name DOB SSN

ITEST,CHRIST]NE I 3/1/1975 IBBE|654321
Gender Institution Originating Date

| F IVAMC ONE I 0/28/2015
Originating User Priority Group Ethnicity

I KNOBLOCK, TAYLOR | j] NOT HISPANIC OR LATING =l
Race Address City State Zip Code

I,q;m, j| 123 MAIN 5T [sanTa Ana | ~|[s2708
Country Phone (residence} Phone (work)

[United States ~][213-456-9012 [713-234-5678

Bad Address? [7 [Homeless =l I Svc Related
Request Information
& dlinic € Service/Specialty CID/Preferred Date: Appointment Type

I CARDIOLOGY CLINIC

Requested By

= ® | REGULAR

Provider Status

L

I PATIENT

jl jl ESTABLISHED j

Multiple Appointments Required 71
~

Spedial Needs/Preferences
—Time of Day

I Gender Specific Provider® Hearing Impaired ©AMOnly € PMOnly & Both

I~ Language Preference [T Needs Escort —Day of Week

[~ Monday I Tuesday [T Wednesday
I~ on Stretcher [T special Mode of Transportation I thurcday [ Friday

Remarks: ITESTING COMMENT

Comment

OK Cancel

Figure 48: View Request (read-only)
10. Click OK. You’ll be returned to the request grid.
11. Right-Click on the applicable APPT request.
12. Select APPT/VETERAN Disposition option.
13. The following options appear for selection:
0 View Request
Edit Request

Death

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

O O O 0O 0O o o

Transfer to EWL —see section 5.1.5Transferring to EWL for instructions.

14. Select Edit Request. The Appointment Request and Patient’s Eligibility Information

dialog will display.
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N Appointment Request for TEST,CHRISTINE

§if Patient’s Eligibility Information:

SC Percent: preiEet [
Name DOB ssN
ITES‘,CHRIETH‘,E |3:1:1;'5 |590554321
Patient, TEST,CHRISTINE, has no current disabilities. Gender ko CromazgiDats
| F | VAMC ONE IB-'ZS_';IZIlE
Originating User Priority Group Ethnicity
IF‘JDELCCV‘-_:‘-“LQR | ~|[not taspanic or LaTvo |
Primary Eligibility Code: TRICARE o Address City State Zip Code
ASIAN || 123 MAIN ST SANTA ANA ~|| 92708
Secondary Eligibility Codes: I - JI I =
Country Phone (residence) Phone (work)
[United States ~][213-456-9012 [713-234-5678
Bad Address? [ | Homeless = I~ sve Related
Request Information
* Clinic © Service/Specialty (CID/Preferred Data: Appointment Type
CARDIOLOGY CLINIC -
Reguested By Provider Status
| PATIENT jl jl ESTABLISHED j

Multiple Appointments Required T
v

Special NeedsfPreferences

Time of Day
10nly @ PMOnly ® Both |
Day of Week
I~ Tuesday [T
riation (ki y I Friday

oK Cancel

H

Figure 49: Edit Request (Request Information Only)

15. The only editable fields are the Clinic and Service/Specialty radio buttons and text field,
and the CID/Preferred Date field.

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

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 below steps.
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 Request Type dialog, select Patient.
In the Request Management grid, right-click on the applicable APPT request.
Select APPT/VETERAN Disposition option.
The following options appear for selection:
o Transfer to EWL —see section 4.2.4 Transferring to EWL for instructions.
0 Death
0 Removed/Non-VA Care

© N o gk~ w
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0 Removed/Scheduled-Assigned
0 Removed/VA Contract Care
0 Removed/No longer Necessary
o Entered in Error
!AFFT 2 Eep— T
| I APPT/VETERAN Disposition # I Transfer to EWL
AR EWL Disposition Death
APPT Removed/Mon-YA& Care
Contact Options 4 = S y
| Right-Click in APPT smoveABanasERTEsanE
1 Request. RemovedVA Contract Cara
Removed/Mo Longer Mecessary
Entered in Error

Figure 50: APPT/Veteran Disposition Options

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

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 for future scheduling. Use the following procedures to transfer an APPT Request to an
EWL Request.

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, select Patient, and then click OK.

In the Request Management grid, view the open APPT Requests for the patient.
Select APPT request that needs transferred to EWL.

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

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

© 0o N O A~

NOTE: The Transfer to EWL option will not be available for MRTC appointments and for users
that do not have the SDWL MENU Security Key.

10. Confirm Clinic defaulted in dialog. If not, search and select appropriate Wait List Clinic.

NOTE: Clinic will not default if not designated as Wait List Clinics in SD Wait List Parameter
(File 409.32).

11. CID/Preferred date is not editable.
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12.

13.

14.
15.

Prinry gty Codé= SERACE CORNECTED 5% Lo 100% | j| T4 ALITLY [mcecn R E
Setardary Elgisbey Codis Coanry Phems | resimece] Phona [wark)

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

Requested By, Provider, Status, and Special Needs/Preferences are populated by
original APPT request and are not editable.

Enter Comments, as appropriate.

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.

B WL Feipeest lor ESTESTEMS L

Patient, ESTEST,EMS L, has mo oament deabiiDes. i | VAL P |

Raee addiest fimy Seate D Code

E- | ESTEST.EMSL

ESTEST.EMS L

Bad et [ [ =] ¥ Sur Relined
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-
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Figure 51: 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 will no longer appear
in the Request Management Grid.

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

1.
2.

VistA

Log on to VS GUI as a Scheduler.

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

Click Search.
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5.1.7

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:
0 Death
Removed/Non-VA Care
Removed/Scheduled-Assigned
Removed/VA Contract Care
Removed/No longer Necessary
Entered in Error
o Transferred

The EWL Request will be removed from Request Grid and the next APPT Request will be
moved up and highlighted.

O O O 0O O

Adding Recall Request

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

1.
2.

[N Request Type E

What type of request is needed?

Log on to VS GUI as a Scheduler.

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, select RECALL, and then click OK.

 APPT

= RECALL
" PATIENT

OK Cancel

Figure 52: Request Type - RECALL

6.

In the Appointment Request dialog box, view the Special Needs/Preferences window
and add or edit preferences as appropriate.

Enter a Recall Date. Enter the date the provider requested.

Enter a Recall Date (per patient). Enter the date the patient prefers.
Enter a Recall Appt Type.

e Follow up

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

12. Select Clinic. Note: Clinic will not appear for selection if Recall Reminders Letter is not

defined for the clinic.
13. Select Recall Provider.
14. Enter a Comment.
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.

16. View the Special Needs/Preferences window in the ribbon bar to confirm it is updated.
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Figure 53: Recall Appointment Request Dialog

5.1.8 Disposition or Remove Recall Request
Perform the following procedure to cancel or delete a Recall request.
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.
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5. In the request grid, right-click the Recall request and select EWL Disposition. The
following dispositions are available for selection:

0 Death

0 Removed/Non-VA Care

0 Removed/Scheduled-Assigned

0 Removed/VA Contract Care

0 Removed/No Longer Necessary

o Entered in Error

o0 Transferred

|

e VETERAN Disposition | Esrm,mm D
|’!"WT | EWL Dispostion Pl Death b
APFT] - ) ' Removed/Mon-VA Care
|APF’T S e : Removed/Scheduled-Assigned
|.-5.PF'T Recall Disposition Removed/Va Contract Care 1

Removed/MNo Longer Necessary M

Entered in Error |

Transfemrad

Figure 54: EWL Disposition Options

6. From the Recall Comment dialog box, enter the comments as necessary.
7. Click OK. The patient is removed from the request grid.

EN Recall Comment [

g Comment:
L“ I

Il'.‘IkICancd

Figure 55: Recall Comment
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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.
2.

6.

| APFT
APPT

APOT

q

Log on to VS GUI as a Scheduler.

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 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
o0 Letter Sent to Patient
Select Call Attempt 1.

- ESTEST,EMS L
APPT/VETERAN Dispostion  #
ESTEST,EMS L
BEWL [
ESTEST,EMS L
[ Contact Option: 'I [ Call Attempt 1 | fI
call Dispasition
Ue b - 201% Letter Sant to Patieat

Figure 56: Contact Options—Call Attempt 1

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

appropriate.
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W Patient Contact m

Select Contact Date/Time:

ofafaoms B P 083534 =]

Phene Mumber Contacted (Optional):

™ Left Message

Figure 57: Patient Contact Dialog

8. Enter phone number that was contacted, if desired.
9. Ifamessage was left, check the Left Message checkbox.
10. 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.

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

|ﬂm APPT/VETERAN Disposition » | Eo Eo1/WALK
4
EWL Disposition
| Contact Options r] Call Attemot 1
At Call Atbempt 2

| | Letter Sent to Patient

Cahess—mnr S e

Figure 58: Contact Options—Call Attempt 2
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8. The Patient Contact dialog displays, accept the default contact date/time or change as

appropriate.

Select Contact Date/Time:

ofafaoms B P 083534 =]

Phone Mumber Contacted (Optional):

™ Left Message

0K Cancel

Figure 59: Patient Contact Dialog

9. Enter phone number that was contacted.
10. If a message was left, check the Left Message checkbox.
11. 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 has 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. In the request grid, right-click APPT or EWL request type, and then select Contact
Options.
6. The following Contact Options are available for selection:
o Call Attempt 3
O Letter Sent to Patient
7. Select Call Attempt 3.
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Figure 60: Contact Options—Call Attempt 3

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

appropriate.

Select Contact Date)/Time:

L3200 B D 083534 a

Phone Mumber Contacted (Optional):

™ Left Message

0K Cancel

Figure 61: Patient Contact Dialog

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

524 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 procedures to document Letter Sent to Patient:

1. Use Log onto 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. In the request grid, right-click APPT or EWL request type, and then select Contact
Options.

6. Select Letter Sent to Patient.
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Figure 62: Contact Options—Letter Sent to Patient

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

W Patient Contact m

Select Contact Date)/Time:

53172015

Phone Mumber Contacted (Optional):

R 0563534 LE]

™ Left Message

Ok Cancel

Figure 63: Patient Contact Dialog

8. 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 to create new request or select Patient for
existing request, and then click OK.

Note: See Section Ofor steps on adding new APPT Request.

M requestiyee ———_H]
What type of request is nesded?
" APPT
" RECALL
(¥ PATIENT
QK Cancel

Figure 64: Request Type - PATIENT

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

Note: For newly created APPT request the system will automatically highlight APPT
request and Clinic Schedule will display.
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Figure 65: Select APPT Request—Clinic Schedule Grid display

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

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

=]t -
Ovcrmber - FIIS =
A1 RS cuseC TTs LY
Jem M Tew W L h.

1 1 3 4 ;'_.mn-.:-mnmml‘ [ T Y e 20 Decomben 2015+ | Beary 2016 ¢ 8 |
¥ " O N 1E ] B8 Sty I Sniny 3 My I Tusidliy B0 viidnidiey 1 Tharidiy 1 inday
I T g
M n o n B M H N E‘

T oW O® oM
S ONICTH
{ T
ks Sorddey Proider Sohudaley + | ey Elwakin [t Sow [Cwck Dy [Tchec 0w

Figure 66: Select Time Slot

6. Right Click in time slot. Add Appointment option will display. Create Walk In
Appointment option is only available for selection on current date. It will not be available
for past or future CID/Preferred dates.
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Figure 67: Right-Click options - Add Appointment

7. Select Add Appointment.

8. New Appointment dialog displays as well as Patient Eligibility dialog. New Appointment
dialog has two tabs:
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. Notes is the only editable field. Information can be added
pertinent to appointment.

0 Appointment conflicts section will display any appointments already schedule
that conflict with appointment being added.

e Contact Information Tab - displays the patient's address and home and work phone
numbers (read only).
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Figure 68: New Appointment dialog - Appointments Tab

Bl Mew Appointment E

| Appointments | Contact Information
Address

Street: | 7654 AUTUMN RD

City: |

State: | Zip: | 25164

Phone (Home): | 304BE86622 Phone (Office): |

Figure 69: New Appointment dialog - Contact Information Tab

9. Add any applicable Notes to appointment. Click OK.
10. Print Letter? Dialog displays. Click OK to send Letter to patient. Click Cancel to not send
letter.
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Figure 70: Print Letter? Dialog

11. Closing Request dialog displays. Click OK.

0 This request vl be closed,

Figure 71: 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.
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 will open. For past dates, the clinic
schedule will open defaulted to appointment date. For current date (or appointment date
less than 3 days in future), the clinic schedule will display defaulted to current date. For
future dates, the clinic schedule will display -/+3 days of appointment date.
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Figure 72: Clinic Schedule Grid —Past Appointment Date Display
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Figure 73: Clinic Schedule Grid—Current or less than 3 days in future Appointment in Clinic
Schedule Display
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Figure 74: 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. In the 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 to create new request or select Patient for

existing request, and then click OK.
Note: See Section 5.1.5 for steps on transfer APPT request to new EWL Request.

Mecquestiee B
What type of request is nesded?
C APPT
" RECALL
(* PATIENT
QK Cancel

Figure 75: Request Type - PATIENT

4. In Request Management grid select EWL request. The Clinic Schedule Grid will

display the clinic schedule based upon CID/Preferred date of request. For past dates, the

clinic schedule will open defaulted to CID/Preferred date. For current date (or

CID/Preferred date less than 3 days in future), the clinic schedule will display defaulted

to current date. For future dates, the clinic schedule will display -/+3 days of
CID/Preferred date.
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Note: For newly created Recall request the system will automatically highlight APPT
request and Clinic Schedule will display.
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Figure 76: Select EWL Request

5. In Clinic Schedule Grid, select available time slot. Time Slot details will 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 77: Select time slot

6. Right Click in time slot. Add Appointment option will display. Create Walk In
Appointment option is only available for selection on current date. It will not be available
for past or future CID/Preferred dates.
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Figure 78: Right click options - Add Appoin

7. Select Add Appointment.

tment

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

dialog has two tabs:

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. Notes is the only editable field. Information can be added
pertinent to appointment.

(0]

that conflict with appointment being added.

Appointment conflicts section will display any appointments already schedule

e Contact Information Tab - displays the patient's address and home and work phone
numbers (read only).
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Figure 79: New Appointment Dialog —Appointments Tab
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Figure 80: New Appointment dialog - Contact Information Tab

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

Print Letter? Ei
e Print the Patient Letter?

s perop L g — S

Figure 81: Print Letter? Dialog

11. Closing Request dialog displays. Click OK.

Closing Request | |

o This request will be closad,

[

Figure 82: Closing Request Dialog

12. EWL Request is removed from 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.
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15. Select appointment from the Pending Appointment window to view the appointment in

the Clinic Schedule Grid. The clinic schedule will open. For past dates, the clinic

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

future dates, the clinic schedule will display -/+3 days of appointment date.
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Figure 83: Past appointment date in Clinic Schedule Grid—EWL Appointment Past Date Display
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Figure 85: Future appointment date in Clinic Schedule Grid—EWL Appointment Future Date
Display
6.1.3 Add Appointment for Recall 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 Recall to create new request or select Patient for
existing request, and then click OK.

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

M requestiype |
What type of request is needed?
C APPT
" RECALL
(= PATIENT
QK Cancel

Figure 86: Request Type - PATIENT

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

CID/Preferred date.

Note: For newly created Recall request the system will automatically highlight RECALL
request in Request Management Grid and Clinic Schedule will display.
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Figure 87: Select Recall Request

5. In Clinic Schedule Grid, select available time slot. Time Slot details will 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 88: Select time slot

6. Right Click in time slot. Add Appointment option will display. Create Walk In
Appointment option is only available for selection on current date. It will not be available

for past or future CID/Preferred dates.

| Add Appointment

Create Walk-in Appointment

Figure 89: Right click options - Add Appointment
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7. Select Add Appointment.

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

dialog has two tabs:

e Appointments Tab-

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

o Appointment Information section displays Start Time, Appt Type, Duration,
Clinic and Notes. Notes is the only editable field. Information can be added
pertinent to appointment.

0 Appointment conflicts section will display any appointments already schedule
that conflict with appointment being added.

e Contact Information Tab - displays the patient's address and home and work phone
numbers (read only).

—— L - |
El Patient's Eligibility Information:
Appointments | Contact on |
‘| 5C Percent: 60% = Patient Information
Name: [ESTEST EMS L
— po: [P 8,199 ssi: [333889922
Patient, ESTEST,EMS L, has no current disabilities. !
5VC CONNECTED: [VES 5C PERCENT: [60
GAF: I New GAF Required [~ swc Related
: — Appointment
| Primary Eligbiity Code: SERVICE CONNECTED 50% to 100% - Start Time: [T502055 0000 A APet Tyee: [SERVICE CONNECTED =
Secondary Eigibiity Codes: - Duration: [30 Clinic: [ES CLINIC MWF
B ESTEST,EMS L A 3338 Notes: =
i
ember - 2015 | (Schedules
ES CLINIC MWF ] :
Wed Thu Eri sat ‘ — Appointment Conflicts
00 - , N
2 3 4 5 ‘ T e = Drag a column header and drop it here to group by that column
9 10 11 12 E
- m 19 £ | Resource T | patient T | Start Time 7 | End Time
2 24 25 26 §
30 31 1 2 e
5 7 8 9
1
cthedules Provider Schedules - — oK Cancel
=
Figure 90: New Appointment dialog - Appointments Tab
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Appointments | Contact Information
Address
Skreet: I 7654 AUTUMN RD
City: |
State: | Zip: | 25164
Fhone (Homel: | 048826627 Phone |[0ﬁice]:|

Figure 91: New Appointment dialog - Contact Information Tab

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

Print Letter? E

e Prirt the Patient Letter?

QK | Cancel

L= peron e g I p——

Figure 92: Print Letter? Dialog

11. Closing Request dialog displays. Click OK.

Closing Request E3
0 This request will be closed,

[

Figure 93: Closing Request Dialog

NOTE: The Recall request is not immediately removed from the request grid. The
request will be removed when the task "CLEAN UP CLINIC RECALL ENTRIES" has
been ran and when the appointment is made within the CLEAN UP DAY SETTING in
ENTER/EDIT CLINIC RECALL SITE PARAMS menu option.

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

14. Select appointment from the Pending Appointment window to view it in Clinic Schedule
Grid. The clinic schedule will open. For past dates, the clinic schedule will display the
defaulted to appointment date. For current date (or appointment date less than 3 days in
future), the clinic schedule will display appointment date as day 1 + 6 days to current
date. For future dates, the clinic schedule will display -/+3 days of appointment date.
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Figure 94: Past appointment date in Clinic Schedule display—Past Date Appointment
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Figure 95: Clinic Schedule Display —Current Date Appointment
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Figure 96: Future appointment date in Clinic Schedule display--Future Date Appointment

6.1.4
1.
2.

Log into VS GUI as a Scheduler

Add Appointment for Consult Request

In the 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.
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VS GUI User Guide

65

In the Request Type dialog box, select Patient for existing Consult and then click OK.

May 2016



Note: Consult requests are added from CPRS.

[N Request Type E

What type of request is needed?
' APPT
' RECALL
(¥ PATIENT

[okos] [ conce]

Figure 97: Request Type - PATIENT

4. In Request Management grid select Consult request.

Note: Clinic Schedule will NOT display when selecting Consult request.
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Figure 98: Select Consult Request
5. From Clinic Schedules, enter clinic name (6 character minimum).
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Figure 99: Clinic Schedules

6. In Clinic Schedule displays. Left click available time slot. Time Slot details will 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 100: Select time slot

7. Right Click in time slot. Add Appointment option will display. Create Walk In
Appointment option is only available for selection on current date. It will not be available
for past or future CID/Preferred dates.

' Add Appointment

Create Walk-in Appointment

|
Figure 101: Right Click options - Add Appointment

8. Select Add Appointment.

9. New Appointment dialog displays as well as Patient Eligibility dialog. New Appointment
dialog has two tabs:

e Appointments Tab-
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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. Notes is the only editable field. Information can be added pertinent to
appointment.
Appointment conflicts section will display any appointments already schedule that
conflict with appointment being added.

e Contact Information Tab - displays the patient's address and home and work phone
numbers (read only).

| Bl New Anpointment X
ﬂ Patient's Eligibility Information: x| N
“opointments | Centac: Infarmation
SC Parcent: 40% Patent Information
! Seali
Niame: [ESTEST,KATIE L
DCB: [MAR 14,1376 ssi; [[688351230
Patient, ESTEST, KATIE L, has no current disabilities. Mods
5Y¥C CONNCCTID: [YES 5C PERCENT: [ 10
GAF: |New GAF Required [~ 5w Relatzd
gem
- —Appointment
| Primary Eligbility Code: - Start Tima: |1.“25:"2')16 9:40:00 AM Appt TYDE=| REGULER, j
: Secondary Cligibility Codes: e Duration: Izu— Cmic: | 5 CLINIL 5D8Y
1 ESTEST,KATIEL 88833 otes: =l
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Figure 102: New Appointment dialog - Appointments Tab
N New Appointment
Appointments | Contact Information I
Address .
Street: | 2807 DAVIDS RIDGE
City: |
State: | Zip: | 25177
Phone (Home): [3045556677 Phone (Office): |
Figure 103: New Appointment dialog - Contact Information Tab
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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.

9 Print the Patent Letter?
(a4 || Cancel I

L= perop s g e

Figure 104: Print Letter? Dialog

12. Consult Request is removed from 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 will open. For past dates, the clinic schedule will
open defaulted to appointment date. For current date (or appointment date less than 3
days in future), the clinic schedule will display defaulted to current date. For future dates,
the clinic schedule will display -/+3 days of appointment date.
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Figure 105: Clinic Schedule Display --Consult Past Appointment Date
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Figure 107: 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 with in 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 Search button, and then select the requested patient name from drop down list.

3. In Request Type dialog, select Patient.

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

1. The clinic schedule will be displayed. For past appointment dates, the clinic schedule will
open defaulted to appointment date. For current date (or appointment date less than 3
days in future), the clinic schedule will display defaulted to current date. For future dates,
the clinic schedule will display -/+3 days of appointment date.

6. Inthe 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
View Appointment

Cancel Appointment

Undo Cancel Appointment
Check In ent
Undo Check In Patient
¥ 21 Check ut Patient
Unda Check Out Patient

Mark Mo Show !

Figure 108: 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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Figure 109: Edit Appointment Dialog

6.2.2  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 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.

In Request Type dialog, select Patient.

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

Bar.

5. The clinic schedule will be displayed. For past appointment dates, the clinic schedule will
default to appointment date as Day 1 + 6 days. For current date (or appointment date less
than 3 days in future), the clinic schedule will display defaulted to current date as Day 1 +
6 days. For future dates, the clinic schedule will display -/+3 days of appointment date.
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6. In the Clinic Schedule Grid, locate the appointment, hover over the appointment, and the
appointment details will be displayed in hover box.

ESTEST,LARRY D

ADDING APPOINTMENT INFORMATION

From: 22282015 2:20:00 AM
2
=1 re: I228/2015 2:40:00 AM
0
N . -

Figure 110: Hover box displaying appointment details
7. Right click appointment.

8. Select View Appointment.

GROUP 1 2{15/2016
Edit Appointment

View Appointment I

Cancel Appointment -

Undo Cancel Appointment g

Check In Patient -]
Unda Check In Patient
Check Qut Patient

Unda Check Out Patient

1T |
L E

Mark as No Show

Undo NoShow

:
_—
Figure 111: Appointment Right Click Options--View Appointment

9. View Appointment dialog displays. It is in read-only mode. No fields will be editable
Click OK to close View Appointment dialog.
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Figure 112: View Appointment Dialog

6.2.3 Canceling an Appointment
You can cancel an appointment without rebooking it.
1. Logon to VS GUI as a Scheduler.
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6.
7.

B T e

In the 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.

In Request Type dialog, select Patient.
Select a scheduled appointment from Pending Appointment Window in Ribbon Bar.

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

Select appointment from Clinic Schedule Grid.

Right-click and select Cancel.

Edit Appointment
View Appoiniment

Cancel Appointment

X

[
&

Undo Cancel Appointment

Check In Patient

Unda Check In Patient

—
I ——

Figure 113: Appointment Right Click Options--Cancel Appointment

8.

9.

In the 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.

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
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% Cancelled by Clinic Add Remarks as needed -l

" Cancelled by Patiznk

Reason for Cancellation (Select one)

APPOINTMENT NO LONGER REQUIRED
CLINIC CAMCELLED

CLINIC STAFFING

INPATIENT STATUS

OTHER

PATIENT DEATH

PATIENT NOT ELIGIBLE
SCHEDULING CONFLICT/ERROR
TELEHEALTH RESCHEDULE
TRANSFER QPT CARE TQ OTHER VA
WEATHER

CID/Preferved Date:

Print Letter oK Cancel

Figure 114: Cancel Appointment Dialog

13. Appointment will display in Pending Appointment with status of Cancelled by Clinic or
Cancelled by Patient (as applicable).

Date | Clinic | Status | ol
DEC 24, 2015@13:45 ES CLINICTTH  FUTURE

DEC 28, 2015@09:20 ES CLINIC S5DAY CAMNCELLED BY CLINIC
%LUMI T TUTURE

. ’

JAN 05, 2016@09:00 ES CLINICTTH FUTURE J

JAN 12, 2016@09:00 ES CUNICTTH FUTURE

JAN 159, 2016@09:45 ES CLINIC TTH FUTURE ;I
Pending Appointments

Figure 115: Pending Appointment Window —Appointment Status Cancelled by Clinic
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Figure 116: 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 cancelled.
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Figure 117: 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 Search button, and then select the requested patient name from drop down list.

3. In the Request Type dialog box, select Patient.
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4. From Pending Appointment Window select appointment to mark as no show.

5. The clinic schedule will be displayed. For past appointment dates, the clinic schedule
Clinic Schedule will display defaulted to appointment date. For current date (or
appointment date less than 3 days in future), the clinic schedule will display defaulted to
current date. For future dates, the clinic schedule will display -/+3 days of appointment
date.

6. Select appointment from Clinic Schedule Grid.

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

Note: Mark as Now Show is not available to select on future dated appointments.

456342718 T2TEEE

Edit Appdintment -
View Appointment

Cancel Appointm ent
| | (i [a) i
00 o) | * | D nth
5 ] Check In Patient
3 1 s & ]
1
= it F =
| 9aM ;
il'lank a5 Mo Show I
10 AM Undo NoShe
[ 1

Figure 118: Appointment Right Click Options—Mark as No Show

9. Mark as No Show dialog displays.

ok as Mo Show MEE '

~ Description

Use this panel ts mark n apesintmnent 54 & ho-thow. To print & no-shew
better, click the Button below,

Prink Lath e O Congel

Figure 119: Mark as No Show Dialog

10. Click OK.

11. Appointment will display as pink in Clinic Schedule Grid and Time Slot Viewer.
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Figure 120: Clinic Schedule Display—No Show Pink

12. Status in Pending Appointment Window in Ribbon Bar changes to No Show.
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Figure 121: 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.
2.

Log on to VS GUI as a Scheduler.

In the 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.

In Request Type dialog, select Patient.

undone.

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

The clinic schedule will be displayed. For past appointment dates, the clinic schedule will

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

Right-Click Appointment.

Select Undo NoShow.
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Figure 122: Appointment Right Click Options—Undo NoShow

8. In Clinic Schedule Grid, the appointment changes from pink to white.
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Figure 123: Appointment Clinic Schedule Display--Undo NoShow as white
9. Appointment status in Pending Appointment Window changes to No Action Taken.

B
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DEC 25, 2015809:30 ES CLUNICMWF  FUTURE
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DEC 2§, 2015808:00 PULMONOLOGY C FUTURE

JAN 035, 2016@09:00 E5 CLNICTTH FUTURE ;I

Pending Appointments

Figure 124: 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, 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 Pending Appointments Window in Ribbon Bar, locate the appointment to be
checked in.
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4. The clinic schedule will be displayed. For past appointment dates, the clinic schedule
Clinic Schedule will open defaulted to appointment date. For current date (or appointment
date less than 3 days in future), the clinic schedule will display defaulted to current date.
For future dates, the clinic schedule will display -/+3 days of appointment date.

5. Right-Click Appointment.

6. Select Check In Patient.
Note: Check In is not available for future dated appointments.

Edit Appointment
View Appointment

C Cancel Appointment

&

Undo Cancel Appointment

E Check In Patient

' Undo MoShow

Undo Check In Patient

Check Qut Patient i

Undao Check Qut Patient .
M Mark as No Show .

|

2

Figure 125: Appointment Right Click Options—Check In Patient

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

E‘ Appointment Check In |

Patient Name: |ESTEST,LARRY D

h Time:
Checkln Time 12/18/2015 B| @ |05:55:49 e

QK Cancel

Figure 126: Appointment Check In Dialog

8. Click OK. The appointment color changes to green, signifying the patient has checked in
for the appointment.
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Figure 127: Clinic Schedule Display—Check In Green
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9. In Pending Appointment Window in Ribbon Bar, appointment status changes ACT
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Figure 128: 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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Figure 129: Appointment Right Click Options—Undo Check In Patient

4. Appointment will change color display from green to white.
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Figure 130: Clinic Schedule Display --Undo Check In Patient White

5. From Pending Appointment Window, appointment status changes to No Action Taken.
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Figure 131: 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, 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. In the Pending Appointments Window in Ribbon Bar, locate the appointment to be
checked out.

4. Clinic Schedule will be displayed. For past appointment date, Clinic Schedule will open
defaulted to appointment date. For current date (or appointment date less than 3 days in
future), schedule will display defaulted to current date. For future dates, schedule will
display -/+3 days of appointment date.

5. Right-click and select Check Out Patient.

Note: Check Out is not available to select if Check In has not been performed.
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Figure 132: Appointment Right Click Options—Check Out Patient

6. Update the Appointment Check Out dialog box.

e Confirm the date and time. Edit as needed.
e Check Follow-up Needed, if applicable.

7. 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.

Note: When Scheduler clicks OK, if Follow-up Needed was checked, then the New
APPT Request dialog will display. This APPT Request dialog will need to be completed
before Patient Check Out is complete.
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Figure 133: Appointment Check Out Dialog
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Figure 134: Clinic Schedule Display--Check Out Patient Orange
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Figure 135: Pending Appointment Window—Appointment Status ACT REQ/CHECKED OUT

6.2.9 Undo a Patient Check In

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

Perform the following steps to undo a patient checkout:
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.
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Figure 136: Appointment Right Click Options--Undo Check Out Patient

4. Appointment will change display from orange to green.
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Figure 137: Clinic Schedule Display--Undo Check Out Patient Green

5. From Pending Appointment Window, appointment status changes to ACT
REQ/CHECKED IN.
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Figure 138: Pending Appointment Window--Appointment Status ACT REQ/CHECKED IN

6.2.10 Rescheduling an Appointment
You can cancel an appointment and reschedule it for another time.
1. Logonto VS GUI as a Scheduler.
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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. In Request Type dialog, select Patient.

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

5. Clinic Schedule will be displayed. For past appointment date, Clinic Schedule will open
defaulted to appointment date. For current date (or appointment date less than 3 days in
future), schedule will display defaulted to current date. For future dates, schedule will
display -/+3 days of appointment date.

6. In Clinic Schedule Grid, select the scheduled appointment, drag and drop it to another
open time slot.
7. Move Appointment dialog displays.

8. Click OK to confirm new appointment time.
e

Are you sune you want ko move this appointment?

= Mew appointment Hme: 12/22/2015 4:00:00 P

O [ Cancel

Figure 139: Move Appointment? Dialog

9. In the Cancel Appointment dialog box, define the fields as appropriate.
Note: See section 6.2.3 for detailed instructions on canceling appointment.
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Figure 140: 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.

Date ] Qlinic ] Status |2
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11, [ W i

| I]
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Figure 141: Pending Appointment Window—Appointment Status Canceled and Future

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

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

6.3.1  Multiple 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.
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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).

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

Note: For Multiple Appointment Requests CID/Preferred Date can only be current or
future. If past date is entered the Multiple Appointments Required check box will be
dimmed and not selectable.

o ok w
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Figure 142: Multiple Appointments Required Disabled for Past CID/Preferred Dates

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 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.
0 Number of Appointments Required drop down is visible. Up to 60
appointments can be requested at one time.
0 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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The combination of requested appointrments and the interval between
appoinkments exceeds 24 months. Please adjust the number of requested
appointmentst andior the interval between appointments so that the
combined duration is less than 24 months,

Figure 143: MRTC Interval/Appt. # Dialog

e In the Appointment Request 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 will display in Ribbon Bar.

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

7. Click OK. Find Appointment dialog displays to allow Scheduler to book Multiple
Appointments at one time. See section 6.3.2for 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 will be placed in the Request Grid. There will be a ‘P’
and check mark in MRTC Column. The {Day, Interval} requested in the Appointment
Request will display in Comment column. Any text entered into Comment field of
Appointment Request dialog will display in Comment column after the {Day, Interval}
information. MRTC APPT Requests with Comments are flagged with a red arrow in the
Request Management Grid. See Figure 144 for example.

If the scheduler books the first appointment in the series and then clicks CLOSE in the
Find Appointment Dialog. The Parent Request will display in the Request Grid.
Additionally, the remaining unbooked appointments will display as individual Child
MRTC Requests in the Request Grid. They will have 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 will display in Comments column. Any comments entered in the
original MRTC Appointment Request dialog will be displayed in each individual Child
Request after the {Day, Interval} information.

Selecting the Parent MRTC Request will launch 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 will open the Clinic Schedule
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and the Scheduler can only book the individual appointment following the same steps as
adding an appointment for an APPT Request see section 6.1.1. The Parent MRTC
Request will not be removed from the Request Grid until all appointments in the series
have been booked. A Child MRTC Request will be removed from the Request Grid at the
time the appointment is booked.
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Figure 144: 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
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Special Instruction dialog will display with the defined information available to
review.

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

e In Search Results section, availability results will be displayed -/+ 3 Days of CID
date for future dates. For current CID dates availability will be display Day 1 + 6
Days in Search Results field. Note: Time of Day and Day of Week preferences will limit
availability results.

0 Book Column, allows Scheduler to select time slot for booking appointment.

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 will display based upon the Scheduler’s security key allowances.

Note: Time Slots will not display if no availability 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 will display at bottom of Find Appointment dialog
notifying Scheduler how many slots are displaying as available for the selected CID
date.

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

O O0OO0oOo

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 will display 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.

VistA Scheduling Enhancements (VVSE) 92 May 2016
VS GUI User Guide



[N Find Appointment for ESTEST,FOLAREL [_[O]
— Search Parameters

— Resources — Time of Day
e EeE i Coamony CPMOnly ( Both
Sun Mon Tue Wed Thu Fri Sat ES CLINIC TTH 5

6|:[1]2 3 4 5 6 ~Day of Week

Providers:
|7 8 9 10 11 12 13

[“Mon [TTue [ Wed

8 |14 15 16 17 18 19 20D
9 |21 22 23 24 |25 26 27 o FThe TR [Tsat [T Sun

inic Groups:
10 (28 29 2 4
11| 6 7 & 9 10 11 12 Original CID: 2252016 Search

— Multiple Appointment Reguirements
Multiple Appointments Required?: [ Mumber of Appointments Required: I? Interval Between Appointments: F CID: |02/25/2016 ~

— Search Results
(:Special ]I'ISh'l.IftiElI'IQ IE-iS min Appt | Max OB: Ii]
Book| Start Time A | End Time A | Resource | slets |2
[T | 2/23/2016 9:00:00 AM | 2/23/2016 9:15:00 AM | ES CLINIC TTH 4 I
O 2/23/2016 9:15:00 AM | 2/23/2016 9:30:00 AM | ES CLINIC TTH 4
O 2/23/2016 9:30:00 AM | 2/23/2016 9:45:00 AM | ES CLINIC TTH 4
O 2/23/2016 9:45:00 AM | 2/23/2016 10:00:00 AM | ES CLINIC TTH 4
O 2/23/2016 10:00:00 AM | 2/23/2016 10:15:00 AM  ES CLINIC TTH 4
[T 2/23/2016 10:15:00 AM 2232016 10:30:00 AM ES CLINIC TTH 4
O 2/23{2016 10:30:00 AM = 2/23/2016 10:45:00 AM | ES CLINIC TTH 4
y [T min2001e 4neAfian ast | 113 i901E 44annann AL EC S TMIS T A -
Mumber of Available Slots: 147 Mext Book Close

Figure 145: Find Appointment Dialog

4. New Appointment dialog displays. New Appointment dialog has two tabs:
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. Notes is the only editable field. Information can be added
pertinent to appointment.
o0 Appointment conflicts section will display any appointments already schedule
that conflict with appointment being added.
e Contact Information Tab: displays the patient's address and home and work phone
numbers (read only).
5. Confirm information in New Appointment dialog and add any applicable text to Notes
section. Click OK.
6. Print Letter? Dialog displays. Click OK to Print the Patient Letter. Click Cancel to close
dialog and not print Patient Letter.
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7. Closing Request dialog displays “This request will be closed.”

8. Click OK.

9. 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:

e CID Date—Calculated by first booked appointment date and Interval Requested.
e Appointment Date—date selected when booking appointments.
e Resource—Clinic name where appointment was booked.
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Figure 146: Find Appointment Dialog + MRTC Booking Status Dialog

10. Select time slot for second MRTC appointment in series.

11. Click Book.

12. New Appointment dialog displays.

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

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

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

16. Click OK.

17. 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).

18. Once all MRTC Appointments have been booked for the series, the Closing Request
dialog will display, “The Parent MRTC Request will be closed.”
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19. If aclinic has a future inactive date and the CID date falls + 3 days after the Inactivate
Date, a grey label will display 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 will need to
change to an appropriate clinic in the Resources section with availability and continue
adding appointments for the remainder of the series’ requests.

EM Find Appointment for ESTEST,FOIAREL _ | O =
— Search Parameters
— Resources — Time of Day
i Sl i A Camonly CPpMonly Both
Sun Mon Tue Wed Thu Fri Sat | ESCLIMIC HEALTH | - |
0|28 29 1 2 3 4 5 —Day of Week
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116 7 & 9 10 11 12

| ,l [MMon [T Tue [~ wed
[ Thu [ F [ Sat [ Sun
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— Multiple Appointment Reguirements
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Number of Available Slots: © Booking 2 of 3 ‘ Mext | | Book | ‘ Close |

Figure 147: Future Clinic Inactivation Date

6.4 Overbooking Appointments

Schedulers can overbook appointments based upon the following rules:

1. The Scheduler must have either the SDMOB security key or the SDOB security key.
Schedulers cannot overbook if they are not assigned an overbooking security key.
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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 days’ clinic availability.

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, 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 to create new request or select Patient for
existing request, and then click OK.

Note: See Section 0 for steps on adding new APPT Request.

M requestiyee ]
What type of request is neaded?
 APPT
" RECALL
(¥ PATIENT
Qi Cancel

Figure 148: Request Type — PATIENT

4. In Request Management grid select APPT request. The Clinic Schedule Grid will
display the clinic schedule based upon CID/Preferred date of request. For past dates, the
clinic schedule will open 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 will display
defaulted to current date as Day 1 + 6 Days. For future dates, the clinic schedule will
display -/+3 days of CID/Preferred date.
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Figure 149: Clinic Schedule Display —APPT Request Future CID/Preferred Date

Note: For newly created APPT request the system will automatically highlight APPT
request and Clinic Schedule will display.

5. 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 is displayed in Clinic Day Event notes.
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Figure 150: Max Overbook Limit

6. Right Click in time slot. Add Appointment option will display. Create Walk In
Appointment option is only available for selection on current date. It will not be available
for past or future CID/Preferred dates. Note: Right click options will 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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Figure 151: Appointment Right Click options --Add Appointment

7. Select Add Appointment.

8. Overbook message displays.

Theese are no shots avallable st the selected time. Do you want o
crverbook this appomntrent

x| (o]

Figure 152: Overbook Confirmation Dialog

9. Click OK.

10. New Appointment dialog displays as well as Patient Eligibility dialog. New Appointment
dialog has two tabs:
e Appointments Tab-

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

o Appointment Information section displays Start Time, Appt Type, Duration,
Clinic and Notes. Notes is the only editable field. Information can be added
pertinent to appointment.

0 Appointment conflicts section will display any appointments already schedule
that conflict with appointment being added.

e Contact Information Tab - displays the patient's address and home and work phone
numbers (read only).
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Figure 153: New Appointment Dialog — Appointments
BN New Appointnient X

 Appointments | Contact Information

Address

Street: | 9876 KNOB RD

City: |
State: | Zip: | 25301
Phone (Home): |3I:I45559*322 Fhone {OHicej:I

Figure 154: New Appointment Dialog -- Contact Information

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.
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Figure 155: Print Letter? Dialog

13. Closing Request dialog displays. Click OK.

0 This request vl be closed,

Figure 156: Closing Request Dialog

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

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

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

18. Overbook count will increase in Clinic Schedule time slot and in Time Slot Viewer. If the
appointment count has filled the time slot a hover window will display showing the slot
count.
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Figure 157: 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, 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 to create new request or select Patient for
existing request, and then click OK.

Note: See Section 5.1.2 for steps on adding new APPT Request.

Wrewestie &)
What type of request is nesded?
" APPT
" RECALL
(= PATIENT
0K Cancel

Figure 158: Request Type — PATIENT

4. Select APPT request in the Request Management Grid. The Clinic Schedule Grid will
display the clinic schedule based upon CID/Preferred date of request. For a past date,
clinic schedule will open 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 will display
defaulted to current date as Day 1 + 6 days. For future dates, the clinic schedule will
display -/+3 days of CID/Preferred date.
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Note: For newly created APPT request the system will automatically highlight the APPT
request and the Clinic Schedule will display.
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Figure 159: Clinic Schedule Display -- APPT Request Future CID/Preferred Date

In Clinic Schedule Grid, select time slot in grey 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 is displayed in Clinic Day Event notes.
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Figure 160: Overbook After Hours Time Slot

5. Right Click in time slot. Add Appointment option will display. The Create Walk In
Appointment option is only available for selection on current date. It is not be available
for past or future CID/Preferred dates.

Note: Right click options will 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.
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Figure 161: Appointment Right Click Options — Add Appointment

6. Select Add Appointment.

7. Overbook message displays.

Theese are i shoks avallable st the selacted time, Do you want ko
crverbook this appomntment

x| [Conar ]

Figure 162: Overbook Confirmation Dialog

8. Click OK.

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

dialog has two tabs:
e Appointments tab displays the following-

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

o0 Appointment Information section -Start Time, Appt Type, Duration, Clinic and
Notes. Notes is the only editable field. Information can be added pertinent to
appointment.

o Appointment Conflicts section -Appointments already scheduled that conflict
with appointment being added.

¢ Contact Information tab displays the patient's address and home and work phone
numbers (read only).
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Figure 163: New Appointment Dialog — Appointments Tab
N New Appointment *
 Appointments | Contact Information
Address
Street: | 9876 KNOB RD
City: |
State: | Zip: | 25301
Phone (Home): |3I:I45559*322 Fhone {Oﬁcej:l

Figure 164: New Appointment Dialog — Contact Information Tab

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

11. Print Letter? Dialog displays. Click OK to print Patient Letter. Click Cancel to exit dialog

and not print Patient Letter.
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Figure 165: Print Letter? Dialog

12. Closing Request dialog displays. Click OK.

0 This request vl be closed,

Figure 166: Closing Request Dialog

13. APPT Request is removed from the 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 will open. For past dates, the clinic schedule will
open defaulted to appointment date. For current date (or appointment date less than 3
days in future), the clinic schedule will display defaulted to current date. For future dates,
the clinic schedule will display -/+3 days of appointment date.

17. Overbook count will increase in clinic schedule time slot and in Time Slot Viewer. If the
appointment count has filled the time slot a hover window will display showing the slot
count.
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Figure 167: 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 (6 character minimum).
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Figure 168: Clinic Schedules — Clinic Search

3. The selected clinic’s schedule will display defaulted to current date as Day 1 + 6 days.
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Figure 169: 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’ will be displayed before the appointment length.
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. Day || Week | Month || Timeline

19 Saturday

VL 20 min Appt | Max O8: 1

o y
Figure 170: 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.
oy E;m Honhy Tvepina 18- 4 December M5+ = - i

L8 Friday 19 Saturdey 0 Swnday FI Moy 32 Tomedsy T Wedranday 4 Thorsday

Csiew ok v [Ino Show  Chek 1n ([ Chick One

Figure 171: Clinic Schedule Display — Left Click Open Time Slot

2. While pressing and holding the Shift key, select a future time slot at which time the
appointment shall end (i.e. A 1-hour appointment will take 2 30-minute slots)

Note: An appointment cannot be scheduled in the middle of a defined time slot. For
example, if the slot is 30 minutes starting at 12:00pm, the user cannot select 12:15 pm to
begin the appointment or 1:15pm to end the appointment.
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Figure 172: Clinic Schedule Display -- Multiple Time Slot Selected

3. After selecting the appropriate number of time slots, right-click and select Add
Appointment

i [P e [ Ve u-H_m«-r-i

e EBwaicin e thow  [[Check in  [Thicheck 0wt

4. Figure 173: Clinic Schedule Display -- Multiple Time Slot Selected

5. The New Appointment dialog box will appear. Confirm that the appointment duration
reflects the correct amount of time.
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[N Mew Appointment E

Appointments | Contact Information
Patient Information
Mamea: | CLUMP. HEIDI A
DOB: | FEB 9,1975 s5N: | 101892912
SVC CONNECTED: [0 SC PERCENT: |
GAF: | New GAF Required [T sve Redated
Appointment
Start Time: [ 12/18/2015 3:00:00 PM  Appt Type: | REGULAR j
Duration: | 60 Clinic: | PULMONOLOGY CLINIC
Motes: _.I
Appointment Conflicts
Drag & column header and drop it here to group by that oolermn
Resource | Patient T StatTime (| End Time |
oK Cancel

Figure 174: New Appointment Dialog -- Variable Length Appointment Duration

6. Click OK. The Print Letter? dialog box will display.

7. Click Cancel. The Closing Request dialog box will display ‘This request will be closed’.
8. Click OK. New appointment will display in Pending Appointment Window.
9

Select appointment from Pending Appointment Window. Clinic Schedule will display
with booked appointment spanning two time slots, indicating a variable length
appointment.
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Figure 175: Clinic Schedule Display -- Appointment Length Extended

6.6 Compensation and Pension Appointments

6.6.1
1
2.

Adding Compensation & Pension APPT Request.
Log into VS GUI.

In the 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. Select APPT Request Type.

Ea

6.6.2

© © N o O

N o o o~ w

Complete APPT Request dialog. See section xxx for instructions on complete 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.

Add Compensation & Pension appointment for pending 2507
Request NOT previously linked to appointment.

Log into VS GUI.

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

Select PATIENT Request Type.

Click OK.

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

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

New Appointment dialog displays.

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

down list.

10. Add any applicable appointment information to Notes section.
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11. Click OK.
12. Dialog displays Dialog displays:
“AMIE C&P Exam Tracking Record Updated.”

I |

AMIE CAP EXAM TRACKING record updaked,

K

Figure 176: AMIE C&P EXAM TRACKING Record Updated.

Note: If patient did NOT have pending 2507 Request on file a dialog will display, “You have
made a C&P Appointment for a patient who has no pending 2507 request.”

I ]

‘fou have made a C&P appointment for a patient who has no pending 2507
| request! I

Figure 177: C&P Appointment for Patient with No Pending 2507 Request

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

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

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

18. 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 Search button, and then select the patient name with pending C&P APPT Request
from drop down list.
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Select PATIENT Request Type.

Click OK.

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

N o g~ w

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

oo

New Appointment dialog displays.

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

10. Click OK.
11. Comp & Pension Requests dialog displays with the following information:
"Please select a Compensation and Pension request.”

e Name: veteran name
e Request Date: date 2507 Request created

£ Comp & Pension Requests - 100 =
Please select a Compensation and Pension Request.
Name | Request Date
ESTEST,EMS L Jan 07, 2016@07:49:57
a | [
oK |
Figure 178: Comp & Pension Requests Dialog
12. Select appropriate 2507 Request from list.
13. Click OK.
14. Comp & Pension Request displays with option to select Yes or No:
"This 2507 already has appointments. Is this due to cancellation?"
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Comp & Pension Request

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

Yes Mo

Figure 179: Comp & Pension Request Due to Cancellation Dialog
15. Click NO.
16. Dialog displays:
"AMIE C&P EXAM Tracking Record Added."

I |

LMIE CRP EXAM TRACKING recard updatad.

K

Figure 180: AMIE C&P EXAM TRACKING Record Updated

17. Click OK.
18. Print Letter? Dialog displays.

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

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

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

6.6.4 Add Compensation & Pension appointment for pending 2507
Request due to Clinic Cancellation

1. Loginto VS GUI.

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

3. Select PATIENT Request Type.

4. Click OK.

5. In Request Management Grid, select pending C&P APPT Request.
6. In Clinic Schedule Grid, left click open time slot.
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7. Right Click time slot, select Add Appointment. Note: Create Walk-In Option is available
if current day is selected in Clinic Schedule.

8. New Appointment dialog displays.

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

10. Click OK.
11. Comp & Pension Requests dialog displays with the following information:
"Please select a Compensation and Pension request.”

e Name: veteran name
e Request Date: date 2507 Request created

EN Comp & Pension Requests - O] =
Please select a Compensation and Pension Request.
Name | Request Date
ESTEST,EMS L Jan 07, 2016@07:49:57
4 |
oK |
Figure 181: Comp & Pension Requests Dialog
12. Select appropriate 2507 Request from list.
13. Click OK.
14. Comp & Pension Request displays with option to select Yes or No:
"This 2507 already has appointments. Is this due to cancellation?"
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Comp & Pension Request

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

Yes Mo

Figure 182: Comp & Pension Request Due to Cancellation Dialog

15. Click YES.

16. Comp & Pension Appointment Links dialog displays with the following information and
OK or CANCEL available to select:

Direction to "Please select a Compensation and Pension Appointment Request Appointment
Link."

e Initial Appointment Date

e ClockStop Appointment Date

e Current Appointment Date

e Clinic Name

| E Comp & Pension Request Appointment Links !EI X

Flease select 8 Compensation and Pension Request Appointment Link,

Initial Appt | ClockStop Appt | Current Appointment | Climic
MAR 23,2016@11:00 MAR 23,2016@11:00 FEB 24,2016@08:15 CE&P CLINIC
I
al | »
0K Cancel

Figure 183: Comp & Pension Request Appointment Links Dialog

17. Click OK.

Note: If Scheduler clicks CANCEL instead of OK, the following dialog displays, “You have
not selected the linked appointment being rescheduled. You may need to adjust the link to the
appointment with the AMIE link management option to ensure the proper processing time
calculation for this 2507.
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You have not selecked the linked appaintment being rescheduled. You may
need ko adjust the link ta the appaintrment with the AMIE link management
option to ensure proper processing time calculation For this 2507,

Figure 184: C&P Appt Links Due to Veteran Cancellation or No Show

18. C&P Appt Links dialog displays with option to select YES or NO:
"Is this due to a veteran requested cancellation or 'No Show'?"

C&P Appt Links |

Is this appointment due ko a veteran requested cancellation or 'Bao Show'

Yes Mo

Figure 185: Comp & Pension Due to Cancellation Dialog

19. Click NO.
20. Dialog displays:

"Adjusting C&P Appointment Link for 2507 Request dated {2507 Request date}.
Remember to cancel the appointment for {Previous Appointment Date}."”

I

Adjusting C&P appointment link for 2507 request dated Jan 07, 2016,
Femember to cancel the appointment For OCT 10,2016,

Figure 186: C&P Appointment Link Adjustment Dialog

21. Click OK.
22. Print Letter? Dialog displays.

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

24. Closing Request dialog displays:

25. “This request will be closed.”

26. New C&P Appointment displays in Pending Appointment Window. AMIE Tracking
Link is updated.
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Note: Previous appointment linked to 2507 Request will need to be manually dispositioned.

6.6.5 Add Compensation & Pension appointment for pending 2507
Request due to Veteran Cancellation/No Show.

1. Loginto VS GUI.

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

Select PATIENT Request Type.

Click OK.

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

N o o s~ ow

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.

10. Click OK.
11. Comp & Pension Requests dialog displays with the following information:
"Please select a Compensation and Pension request.”
e Name: veteran name

e Request Date: date 2507 Request created
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EN Comp & Pension Requests - | O =
Please select 2 Compensation and Pension Request,
Name | Request Date
ESTEST,EMS L Jan 07, 2016@07 :49:57
1| | =
OK
o

Figure 187: Comp & Pension Request Dialog

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

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

"This 2507 already has appointments. Is this due to cancellation?"

Comp & Pension Requeskt

This 2507 already has appointments, Is this appointment dus ko a

cancelation?

Yes Mo

Figure 188: Comp & Pension Request Due to Cancellation Dialog

15. Click YES.
16. Comp & Pension Appointment Links dialog displays with the following information:

Direction to "Please select a Compensation and Pension Appointment Request Appointment

Link."

Initial Appointment Date
ClockStop Appointment Date
Current Appointment Date
Clinic Name
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| E Comp & Pension Request Appointment Links !IEI X

Flease select 3 Compensation and Pension Request Appointment Link,

Initial Appt | ClackStop Appt | Current Appointment | Climic
MAR 23,2016@11:00 MAR 23,2016@11:00 FEB 24,2016@08:15 CEP CLINIC
|
a | B
0K Cancel

Figure 189: Comp & Pension Request Appointment Links Dialog

17. Click OK.

Note: If Scheduler clicks CANCEL instead of OK, the following dialog displays, “You have
not selected the linked appointment being rescheduled. You may need to adjust the link to the
appointment with the AMIE link management option to ensure the proper processing time
calculation for this 2507.

e

ou hawve not selected the linked appointment being rescheduled. You may
need ko adjust the link ba the appaintrent with the AMIE link management
opkion ko ensure proper processing time calculakion For this 2507,

Figure 190: Comp & Pension Canceled Appointment Links Dialog Warning

18. C&P Appt Links dialog displays with option to select YES or NO:
"Is this due to a veteran requested cancellation or 'No Show'?"
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C&P Appt Links |

Is this appointment due ko a veteran requested cancellation or Mo Show'

fes Mo

Figure 191: C&P Appt Links Due to Veteran Cancellation or No Show
19. Click YES.
20. Dialog displays:
“AMIE C&P EXAM TRACKING record updated.”

I |

LMIE CRP EXAM TRACKING recard updatad.

K

Figure 192: AMIE C&P EXAM TRACKING Record Updated

21. Click OK.
22. Print Letter? Dialog displays.

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

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

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

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

6.6.6  Disposition Appointment linked to pending 2507 Request.
1. Loginto VS GUI.

2. In the Tasks tab display, type the patient’s last name, first name in the Search text box,
click Search button, and then select the patient name from drop down list with booked
appointment linked to pending 2507 Request.

Select PATIENT Request type.

4. Click OK.
In Pending Appointment Window, select pending C&P Appointment linked to pending
2507 Request.
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In Clinic Schedule Grid, left click appointment.
Right Click the following options are available to select:

o Edit Appointment
e View Appointment
e Cancel Appointment

8. Select Cancel Appointment

9. Cancel Appointment dialog displays. See section 6.2.3 for detailed instructions on
completing Cancel Appointment dialog.

10. Select Appointment Cancelled By.
11. Select Reason for Cancellation.

12. Edit CID/Preferred Date if applicable.
13. Enter Remarks.

14. Click OK.

15. Dialog displays:

"The associated 2507 request link has been updated.

I ~

The assoriaked 2507 request link has been updated

Figure 193: 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 “Appointment {appointment date} was not linked to a 2507 request or was
manually rebooked and linked to another appointment. (If the appointment was manually
rebooked, you do not want to auto-rebook.) If the appointment was not properly linked, it
will need to be linked with the AMIE/C&P appointment link management option.”

Appointment MOY 15, 2016@09;00 was not linked ko a 2507 request or was
manually rebooked and linked to another appointment, (If the appointment
was manually rebooked, wou do nat wank ko auko-reboak. JIF the
appointment was not propetly linked, it will need to be linked with the
AMIE)C&P appointrent link management option,

Figure 194: C&P Cancel Appointment NOT linked to Pending 2507 Request

16. Click OK.
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17. 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 Linkthe 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 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 is displayed in the section, as well.

Hifl vista Scheduling [_TE[x

— 2 Tasks System Reports

Hame: Patient Type: DOB: Time Scale Dm| u.ni(‘ smlus\ | Print
Gender: Street Address: Gity/State: @
Ward: Sve Connected: Sc Percent: View Mode 1 Mobile Appointment Reguest pending.
Week
Search: ~| | Search | - Clear
Select Patient Actions Arrangement Pending Appointments Special Needs/Preferences | Mobile Requests || Tools

Figure 195: Mobile Requests

6.7.1  Scheduling a Mobile Request
Perform the following steps to schedule a mobile request.
1. Inthe Tasks tab display, click on the Mobile Requests button. The Mobile Request List

il Mobile Appointment Requests H=l
E Mobile Request List

| Name T ssN T |DOB T | ApptType T | Provider T visit Type T |VisitReason | |PDate W | Message W BestTime T |2nd Option '/ | 3rd Option [ | Fadlity T |RegDate W |WT T | %
WHT  GE SR 54 67 6/7/1340  Mental Health = Book appointment with any available Office Visit  Routine Follow-up | 3/30/2016 PM ;ae"\m S:'” 9AM-11AM | 4/15/2016 AM | 4/20/2016 AM | VAMC ONE | 3/7/2016 8

TEST,CS 42 156 11/2/1973 Mental Health Book appointment with any availzble Office Visit  Medication Concem 3/14/2016 PM 1PM-3PM  3/15/2016PM  3/16/2016 PM VAMCONE 3/12/2016 3 ]
RO M 87 34 5/4/1974  Primary Care | The ProviderIwantis notinthelist PhoneCall | Routine Follow-up | 3/15/2016 AM 9AM-11AM | 3/16/2016 AM | 3/17/2016 AM | VAMC ONE | 3/12/2016 3

o T 34 56/ 4/7/1970  Primary Care  The Provider I want is not in the ist Office Visit | New Problem 3/16/2016 AM 11AM-1PM | 3/23/2016 PM | 3/30/2016 PM | VAMC ONE | 3/12/2016 3 ¥

Process Request Close

Ears

Figure 196: 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 will remain open until the
APPT request is created or an appointment cannot be booked.
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Figure 197: Mobile Request Selected

3.

4.

The primary date selected by Veteran will default to the CID/Preferred date in the request.
The AM/PM selection will default to the Time of Day in APPT Request dialog.

Once completed, the appointment request will display as a VETERAN Request in the
Request Management Grid. The Clinic Schedule will display -/+ 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 doing right-click and select Add Appointment in the
available time slot in Clinic Schedule Grid.

The New Appointment dialog will display. 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 will be 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 is to the Veteran.

(&) mobile Reaquest Details

Hame.

Frszan

Figure 198: Veteran APPT Request

cance | T* & o v B
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# request Scheduled [_ (O]
Message to Veteran

Booked
Booked on 3/17/2016 10:00:00 AM at ES CLINIC TTH

Message

Submit Cancel

Figure 199: Message to Veteran Dialog

i Mobile Appointment Requests

E Mobile Request List

Hame W ssN T |DOB | ApptType T | Provider T visit Type [ | VisitReason [ | PDate [  Message 1| | BestTime [  2nd Option | | 3rd Option [ | Facility [  ReqDate ¥ | WT
WH LGETTTTSR 543 67 §[7/1940  Mental Health | Book appointment with any available provider Office Visit | Routine Follow-up | 3/30/2016 PM fﬁ"\:’iﬁ: :‘;‘p 9AM-LLAM  4/15/2016 AM | 4/20/2016 AM VAMC ONE  3/7/2016 8
ROI Mre 87 34 5/4/1974 Primary Care  The Provider I want is not in the list Phone Call  Routine Follow-up  3/15/2016 AM 9AM-LLAM 3/16/2016 AM | 3/17/2016 AM  VAMC ONE 3/12/2016 5
vo T 342 5 4/7/1970 Primary Care  The Provider I want is not in the list Office Visit | New Problem 3/16/2016 AM 11AM-1PM  3/23/2016 PM | 3/30/2016 PM VAMCONE 3/12/2016 3

Figure 200 Mobile Request Removed from Grid

7 Clinics
7.1 Task Tab

7.1.1 Viewing Clinic Schedule Availability

The VS GUI will display consistent color visual indicator for clinic’s workable hours including
bookable holidays, non-workable hours including non-bookable holiday, clinic cancellation and
no availability as follows:

Appointment Availability Type Color
Available/Hours of Operation White
Unavailable/ Non-workable hours during day Grey
with availability defined (i.e. clinic lunch

breaks).

Cancelled Availability for Clinic—Partial and Cancelled-Grey + hash mark (\\)
All Day Cancellation.

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
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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 201: Clinic Schedules Search

2. Select the desired clinic from the returned list
3. The selected clinic schedule displays to the user
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Figure 202: Clinic Schedules Display Available vs Unavailable
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Figure 203: Clinic Schedules Display Hours of Operation
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Figure 204: Clinic Schedules Display -- Holiday Bookable
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Figure 206: Clinic Schedule Display — No Availability Defined

7.1.2  Viewing Clinic’s Availability Cancellation

Clinic Schedule will display full or partial day cancellation with grey + \\ over the cancelled time
slots.
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Figure 207: 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 will display Length of Appointment and Maximum Overbook
values defined for the selected Clinic.
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Figure 208: Appointment Length and Max Overbook Allowed

7.1.4  Viewing clinic’s variable length indicator

For clinics defined as Variable Length, a flag *VL’ will display before the Length of
Appointment information in the All Day Event Bar in the Clinic Schedule Grid. Note: See
Section 6.5.2 on How to Add Variable Length Appointment.
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Figure 209: Variable Length Indicator

7.1.5 Viewing clinic’s special instructions
Use the following procedure to display clinic’s special instructions:

1. Inthe Tasks tab, from Clinic Schedules, enter a partial name of a clinic (6 characters
minimum)

Select the desired clinic from the returned list

The selected clinic schedule displays to the user. Special Instruction Indicator displays in
All Day Event Bar in Clinic Schedule.

4. Click on the Special Instructions indicator.

4 Janmsary - 2016 ¥ '5'?.‘9‘?‘.‘5._........._
| CHY DENTAL BARFER
Som Mon Tue Wed Thu Fi 5 —
D || e 2 [ ] |
3 4 5 & 7 8 9

CHY DENTAL BAREER

T|m&ml

Figure 210: Special Instruction 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
J=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.
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Figure 211: Time Slot Count
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Figure 212: Overbook Time Slot Count

7.1.7 Time Slot Viewer

The Time Slot Viewer was added to the left of the Clinic Schedule Grid. It will display
appointment information per selected time slot. For appointments booked in the time slot the full
patient name will display 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 to the user
4. Time Slot Viewer can be expanded or minimized in Clinic Schedule Grid.

Figure 213: Minimized Time Slot Viewer
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Figure 214: Expanded Time Slot Viewer

5. Selecting a time slot from the Clinic Schedule populates the Time Slot Viewer with the
following information:

e rbnchide. Pywviiiey Sl -
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Figure 215: Time Slot Viewer Displays Slot Details

132

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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6. Appointments can be added from Time Slot Viewer.
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Figure 216: Time Slot Viewer Right Click Options — Add Appointment

7. For booked appointments, right click extended action options are available from Time
Slot Viewer, the same as in Clinic Schedule Grid.

Schedules
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Check In Patient
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Check Out Patient

Undo Check Out Patient
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Figure 217: Time Slot Viewer Right Click — Edit, View, Cancel
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8. Check In Patient from Time Slot Viewer the same as from Clinic Schedule Grid.
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Figure 218: Time Slot Viewer — Check In Patient

9. Check Out from Time Slot Viewer the same as from Clinic Schedule Grid.
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Figure 219: Time Slot Viewer -- Check Out Patient

10. Mark as No Show from Time Slot Viewer the same as from Clinic Schedule Grid.
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Figure 220: 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.
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Figure 221: 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 222: Provider Schedules Selection List

3. The selected provider schedule displays to the user.

- Db - FELG B
e, oot
Gem  Fgs  Tew Wad T Fn e
z ¥ 1 ] | s = = oy
L ¥ FoF B un om -1 P, Frey Tamrier ™ Pl v
n i - " 1
e I + '+ December 17, 2015
= n kR n »» = E e —— . - - - e, - e ke - T ———
T W m o r_ﬁkl |emmoneps cmmc
2 a L) Thesruay ir Thearidin. — i Thasrutay LEd ek d ar Thrmdey ir Themdmy P Thenaday
= gpecad Lnmractors sl b el byt WA, g | e il ntlaind i e gt | Ham | i, BE gt | M ol 4 gt ||
il Seulnion, 50 e gt | M. &8 i Bt | M ", 80 e g | W 0 e A | M x
"llE
|m
LIg
T, Fety Ll
R T PAVAL A I
e
INTERRA MIDICTE
HEMTAL AL TH
VISTA TEST CLaC i

Figure 223: Provider Schedule Display

4. The provider’s availability across all clinics will be displayed. If provider has only one
clinic, that clinic’s schedule and availability will appear.
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Figure 224: Provider Schedules Booked Appointments

1. Available appointment slots will display as white space which Scheduler can select to
add an appointment.

2. Appointments will display with the name of the patient in a specific Clinic Schedule time
slot.

3. Greyed time slots in the Clinic Schedule indicate no availability and Scheduler will be
unable to add appointments for those specific slots.

Note: See section 0 for Appointment Management instructions on how to Add, Check-
In, Check-Out, and Cancel Appointments.
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Figure 225: Fixed View Size

5. By selecting Fixed View Size option, when viewing multiple provider schedules for
different clinics, the system will adjust 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:
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1. Inthe Tasks tab, under the request grid calendar, select Clinic Groups
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Figure 226: Clinic Groups

2. Enter a partial name of a clinic group (6 characters minimum). Select the desired Clinic
Group from the returned list.
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Figure 227: Clinic Groups Search Result List

3. The selected clinic group schedule(s) will display, starting with today’s date in the Day
view.
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Figure 228: Clinic Groups Schedule Display

Note: See section 0 for Appointment Management instructions on how to Add, Check-In,
Check-Out, and Cancel Appointments.

Schadules

“ December - 2015 3

DOCTOR, TWO
Sun  Mon Tue Wed Thu Fri Sat
29 30 1 2 3 4 5 x
3 7 8 9 10 i1 12 Day Week Month Timeline [V Fixed view-size.
3 o1 15 16 [ 18 1
O] (¢ (» December 17, 2015 /
20 21 2 23 24 25 26
NEWPORT CLINIC s
27 28 29 30 31 1 2 @
17 Thursday 17 Thursday 17 / Thy(®
3 4 5 6 7 8 9
| 30 min Appt | Max OB: 3 | || special [ VL 90 min Agpt | MaxdB: 1
Provider Schedules 50 min Appt | Ma OB: 1
00
DOCTOR,TWO |v| 00
e
| DENTAL
BEAVER CLINIC
NEWPORT CLINIC 01%
VISTA TEST CLINIC
CHILICOATHE 15_45
[} »
| <
+#
Clinic Schedules Provider Schedules - | s [P [ FlXEd VleW S |Ze

Figure 229: Provider Schedules —Fixed View Size

4. By selecting Fixed View Size, when viewing multiple Clinic Group schedules for
different clinics, the system will adjust all the slots to the same expanded width view.

7.2 System Tab
The System tab requires the SDECZMGR security key in order to be able to access it.

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.

1. In the Systems tab display, Click Availability in the Resource Schedules section.
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2. Inthe Availability Selection dialog, type in the desired clinic name.
3. Select the desired clinic and click on OK.
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Figure 230: Clinic Availability Search

4. The Schedule displays for the selected clinic. Primary Provider, Overbook Limit, Inactive
Date, and Reactive Date, as applicable, are also displayed in the Selected Clinic section of
the display. 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 also displays the same visual coloration as in Clinic Schedule
for workable hours, non — workable hours, and no availability

Figure 231: 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. Inthe Systems tab display, Click Scheduling Management
2. Inthe Prohibited Clinic search box, type in a partial or full name of the clinic.
3. Click Find. A list of prohibited clinics is presented to the user
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4. Select the appropriate prohibited clinic. A list of privileged users for the selected clinic is
displayed.

I scheduling Management =
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Figure 232: Clinics and Users

5. Select a user from the left and click Add User.
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Figure 233: 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. Inthe Systems tab display, Click Scheduling Management
2. Inthe Prohibited Clinic search box, type in a partial or full name of the clinic.
3. Click Find. A list of prohibited clinics is presented to the user
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4. Select the appropriate prohibited clinic. A list of privileged users for the selected clinic is
displayed.

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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— Description
Use the resources panel to define the set of clinical entities available for schaduling at this facility.
Resources may include care providers (for example, dentists and physicians) or other kinds of scheduled
sarvices, facilies or eguipment. Click the small + sign next to the resource name to manage the users who

can schedule this resource.

___________________________

Figure 234: Remove Privileged User

7.2.3  Creating Clinic Groups
Perform the following procedure to create a Clinic Group.
1. Inthe Systems tab display, Click Scheduling Management
Select Clinic Groups tab

2.
3. Click New Group
4. Enter name in the Clinic Group Name text box.
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Description
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Resources may inchude care providers (for example, dentists and physicians) or other kinds of schedulsd
fadilities or eguipment. Click the small + sign next to the rescwrce name to manage the users who

Figure 235: 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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Us=se 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
sarvices, faciliies or equipment. Click the small + sign next to the resource name to manage the users who
can schedule this resource.

Figure 236: Find Resource

8. Select the appropriate resource to add to the Clinic Group and click Add Resource. If all

of the resource listed from the search needs to be all added, Add All can be selected.
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Figure 237: 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.

10. In the Systems tab display, Click Scheduling Management
11. Select Clinic Groups tab

12. Select a clinic group to be edit from the Clinic Group list. Resources defined for the
Clinic Group is displayed in the Resource List box

13. Select a resource to remove and Click Remove Resource. If all resource needs to be
removed, Remove All can be selected.
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Resources may include care providers {for example, dentists and physicians) or other kinds of scheduled
services, fadilibes or equipment. Click the small + sign next to the resource name to manage the users whao
can schedule this resource.

CHE Cancel

Figure 238: 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 be able to access it. The following
selections and reports are available:

e Audit Activity Report

e Clinics

e Management Reports

ﬂ' VistA Scheduling
: | 1“1‘-'

X )
e Tasks System Reports

[e | L5 |
0 o
Lt L |
Audit Cinics Management
Adtivity Reperts
Reports

Figure 239: 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 Generating an Audit Activity Report for Individual Scheduler

1. Perform the following procedure to view Audit Activity for individual scheduler. From
the Reports tab display, select Audit Activity. The Audit Activity dialog displays.
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2. Select the individual Scheduler name from drop down list.
3. Select Start Date, and End Date either by typing or calendar control.

N Audit Activity 1=l E3

Scheduler: Start Date: End Date:

STUCK,ERIN v 2/16/2016 B 2f22/2016 B | View Audit Report Export Audit Report

SchedulerlEN V| Scheduler [ | PatientContacts [ | APPTEntries ' | APPTAppointmentsMade ' | APPTClosed ' | EWLEntries |  EWLAppointmentsMade | | EWLClosed ies i de T | Consul

85 STUCK,ERIN 0 20 14 16 0 o 0 0 0 0

Figure 240: Audit Activity Report—Individual Scheduler

4. The following columns display data for 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 Audit Activity report dialog.

8.1.2  Generating Audit Activity Report for All Schedulers

From Reports Tab select Audit Activity.

Audit Activity dialog displays.

In Scheduler drop down 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:

e SchedulerlEN (New Person File)
e SchedulerName
e PatientContacts

o gk~ WD
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APPTEntries
APPTAppointmentsMade
APPTClosed

EWLEntries
EWLAppointmentsMade
EWLClosed
RecallAppointmentsMade
ConsultAppointmentsMade
AppointmentsCancelled
TotalActions

7. Click Close to exit Audit Activity report dialog.

e - |
! Scheduler: Start Date: End Date:
A - 2/16/2016 B 2/22/2016 & | View Audit Report Export Audit Report
| scheduleriEn T | Scheduler A |Pahent|:nrltam T ies 1 | APPTAppoi T | APPTClosed | | EWLEntries | | EWLAppointmentsMade 7 | EWLClosed T | RecallEntries il de T | C =
!34 ALBERTS,ROBERT 0 [} 0 0 ] [ 0 [ 0 [
53 AVERY,KETTH 0 [} 0 0 0 [ 0 [ 0 [
61 CURIE,MARIE 0 [} 0 0 0 [ [ [ 0 [
80 DANTULURLKARUNA | O [} 0 0 o o [ 0 0 0 =
54 DOCTOR, ONE 0 [} 0 0 0 [ 0 [ 0 [
63 DOCTOR, ZAVALA 0 [} 0 0 0 [ 0 [ 0 [
97 DUDE,550 [ [} 0 0 0 o [ 0 0 o
75 ECEPTIONIST,USER. 0 [} 0 0 0 [ [ [ 0 [
88 EDMONDS,ANNETTE D 24 14 24 0 [ 0 [ 0 [
92 EDMONDS,KIMBERLY D [} 0 0 0 [ 0 [ 0 [
86 FULLER, ANGELA 0 [} 0 0 0 [ [ [ 0 [
65 HAGER, MARY [ 0 0 o o 0 [ 0 0 o
a3 JAN,CYNTHIA 0 [} 0 0 0 [ 0 [ 0 [
89 KNOBLOCK, TAYLOR, 0 0 0 0 0 [ 0 [ 0 [}
70 MANAGER,CALL CENTER 0 [} 0 0 0 o [ 0 0 [
1 MANAGER, SYSTEM 0 56 10 37 0 [ [ [ 0 [
Totals 0 100 38 77 0 [ 0 [ 0 [ 2
1 Il »
Close
A

Figure 241: 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.

4. Audit Activity dialog displays for all schedulers defined in New Person file (File #200).

5. The following data displays on screen for the selected scheduler(s):
a. SchedulerlEN (New Person File)

SchedulerName

PatientContacts

APPTENtries

APPTAppointmentsMade

APPTClosed

EWLEntries

Qoo
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h. EWLAppointmentsMade
i. EWLClosed

J. RecallAppointmentsMade
k. ConsultAppointmentsMade
I.  AppointmentsCancelled
m. TotalActions

6. To change the sort for the report by data specified in different column, select the
applicable column header. The first click of column header will sort report by data in
specified column in ascending order. The second click of column header will sort report
by data in specified column in descending order.

7. Click Close to exit Audit Activity Report dialog.

Seheduler: sean Gote: End Date:
AL . 217/2016 - = | view Auda fepoet Export Aude sepne
First click o ader sorts Audit Activity Report in
enading
| Scheduleribi T Schedater T | T wPPTClosed T | DwilEntries T EWL "
|
e ] o ] ] o o ] ] o o
{190 o
!
i
s
ES REGISTRATION,CLERK. 0 0 o o ] o ] ] o o
[N 0 0 0 o o a 0 ] o o
flas o
|
| s
la
|
e S50, BUMMY ] ] ] o o [ [ L] o o
| a9 550,GIAL 0 o o o o o o 0 o o
| 100 s ] o ] ] ] [ [ 0 o ]
1 o
| n o
|52 USERLROM o 0 0 v o @ @ ] o o T
|ao DANTULURLKARUMA 0 o ] o o ] 0 a o o
JiESS ™ s 0 ] ] ] ] ] ] ] o 0
I
|2 LOMONCS, ANMETTE o 56 3 56 o o ] ] o o
Tetale ] 100 18 ™
!
Close
Lt aran 2 B s W # g [0 smam B

Figure 242: Audit Activity Sort —Ascending

[Wavdwncnary _________________________________________________________________________________________________ MCIE]|

Seheduler: Skart Date: Erd Date!

Al - 217/2016 = 272372016 B view Audit Report Export Audé Report

|| schedulertEn T Scheduler T PabentCentacts T tries T =3 T EwiEntres T EWLAppontmentsMade | EWLClosed T T T o
lss  eoeanos SANGETTE 0 56 & 56

| ] MANAGER, SYSTEM 0 3 3 13 o ° ] 0 o o
|jos STUCKERIN ] 13 & 7 o o ] ] o o

! 1 THIME T ] o o ] 0 ] ] ] o o
52 s
I
|is3 : ] ] (] (] o ] ] (] o ] -
|54 DOCTOR, ONE ] ] ] ] o 0 [ ] o o
I 6L CURIE MARLE ] o ] (] o ] ] ] o o
[
| &
{85 HAGERMARY 0 ] L] ] o ] ] ] o 0
{70 MAMAGER,CALL CENTER 0 o (] ] o o ] ] o o
| iEc: PROVIDUR,MARG ] ] ] ] o ° ] ] ] ]
| BROVIDER, JAN
s ECEPTIGNIST,USER ] o ] (] o ] (] ] ] o
i 83 JAH,CYRTHIA ] 0 (] ] 0 ] ° ] 0 0

o4 o o ] (] o ] ] ] o o

e

m i
. 90 PROVIDER,ERIN ] 0 (] (] 0 0 ° ] 0 0

Totals ] 100 15 7% (] ] (] (] ] o
L] Az
thown

fsen] & & o [F7 * b [0 & eeoAn MR
Figure 243: Audit Activity Sort —Descending
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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).

[N Audit Activity [_[O]<]
Scheduler: Start Date: End Date:
¢
VAL . 2/16/2016 L] 2/22/2016 L) View Audit Report Export Audit Report
SchedulerlEN T Scheduler 7 | PatientContacts | | APFTEntries 1 APPTAppnintmemsMadewmnsed 7 | EWLEntries [ | EWLAppointmentsMade 77 | EWLClosed [ | RecallEntries T | Recal i T €
|
It MANAGER, SYSTEM 0 56 10 o 0 0 0 0
85 STUCK,ERIN 0 20 14 0 = 0 ] 0 [}
88 EDMONDS,ANNETTE 0 24 14 10 0 0 0 0
14 -
Show rows with value that
Is greater than or equal to
10
And
Is equal to
Filter Clear Filter
Totals 0 100 38 77 0 0 0 0 0 0

Close

Figure 244: Audit Activity Report —Filtered

2. 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).

3. Selected filters are highlighted in column headers.

4. To remove filters, select filter option in column header and click Clear Filter button.

5. Click Close to exit Audit Activity report dialog.

B Audit Activity L[5
Scheduler: Start Date: End Date:
ALL T 2{1/2016 ] 2(7/2016 B View Audit Report Export Audit Report

Multiple filters applied to Audit

Activity report data.
SchedulerIEN [ | Scheduler [ PatientContacts | APPTEntries| | | APPTAppointmentsMade I APPTUusEdEWLEntnes T | EWLAppointmentsMade [ | EWLClosed | | RecallEntries [ T |
|85 STUCK,ERIN 0 18 6 14 0 0 0 0 o 0
85 EDMONDS,ANNETTE 0 2 15 21 0 0 [ 0 0 0

Figure 245: 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 spread sheet.
1. To export audit report, click on Export Audit Report button.
2. Save As dialog displays.
3. Select location to save report file.
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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 Audit Activity dialog and saved
to the location specified in the Save As dialog.

8. Click Close to exit Audit Activity report dialog.

N o ok

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) defined Hospital
Location file. Click Search button.

5. 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

e AppType

e DefaultProv

e AdditionalProv

e ApptLength

e Variable

e MaxDays

N =

6. Click Clear button to remove search criteria and return to Clinic Activity report for all
clinics.
7. Click Exit to close Clinic Activity Report dialog.

8.2.2  Working with Clinic Activity Report

8.2.2.1 Sorting by Column Headers
1. Loginto VS GUI.

2. Select Reports Tab.
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Select Clinics from Reports Section.

Clinic Activity dialog displays for all clinics defined in Hospital Location
file (File #44).

5. The following data displays on screen for the selected clinic:

Clinic name
Division
Stop Code
Service
CreateDT
InactiveDT
ReactiveDT
AppType
DefaultProv
AdditionalProv
ApptLength
Variable
MaxDays

6. The sort default is by alphabetical order by Clinic name.

To change the sort for the report by data specified in different column, select the
applicable column header. The first click of column header will sort report by data
in specified column in ascending order. The second click of column header will
sort report by data in specified column in descending order.

Click Exit to close Clinic Activity Report dialog.

Chnic Search: Search Clear Expart Clinic Report

First click sorts data by seleced column
heard in ascending arder.

comse I Dnision i StopCode I Serdce T | CresteoT i | tnactvenT i ResctveDT W AppType i DefaultProv O AddtonalProvs

: DIABETES CLINIC naA 146 MEDIICINE BAA/2014 12:00:00 AM REGULAR THOMPSON, ROBERT DOCTON, ONE: EDMONDS ANNETTE
E CARDIOLOGY CLINIC DEa 143 MEDICINE BfS/Z014 1Z:00:00 AM REGULAR TAVALA CHRISTING DOCTOR.ONC -
[ p— ces s [rp—— oam | 3armons 1aionn am mecuLan : P
E REID - GENERAL PRACTICE =0 141 MEDICINE REGULAR
| PTS0 =) 261 REGULAR WAKETICLD, DEDCRAM 5

I N o e ) A cocronont

Dea 511 REGULAR
EYE CLINIC nBaA i NONE REGULAR CURTE MARIE USER, TWENTYSEVEN: ZAVALA, CHRISTING
: INTERNAL MEDICINEG el 141 MEQICINE REGULAR HEWTON, TSAAC; DOCTOR, OMNE-ZAVALA CHRISTINE EDF
| oo cumic oea s REMAS MEDICINE 4/ REGULAS HGPROVID M FavLACHEIS TN
; WOMENS CLINIC oBa 30 MEDICINE REGULAR INLOW,CARDLYN 5 NURSE P TTIONER BETTYPHYSICIAN ASSISTANT A
: MEMTAL FLALTH 198 PEYCHIATRY REGULAR CURIL, JCOCTOR, ONL ZAVALA.CHRISTING
I Zavala Clinie - TNACT nea 146 MEDICINE AA2014 12:00:00 AN 12/11/2014 12:00:00 AM REGULAR TAVALACHAY 3
' PULMONOLOGY CLINIC Daa 152 MEDICINE 0000 AM REGULAR AVERY KEITH; CURIE. MARIE  TAVALA CHRISTINE
fv ccsac oas. i |miew it 14 13000000 A EMmveR
i HE CLINIC oBaA 141 MEDICINE REGULAR
| VES FLAYHOUSE 240 =0 59 NEUROLOGY 1 REGULAR

oea

i DBa 142
meev Zmimi - i i
n

Oam] & & <[ % (b [0 Rd eSsAM BB
Figure 246: Clinic Activity Report —Sorted Ascending Order
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O Chinic Activity =151

Chnic Search: fiaaacty =
ic Search - second click sorts data by selected

column header in descending order,

|Clinie T Division T StopCode T Service T | reateDT T | tnactveDT T ResctiveDT 7 ApeType T DefaultProy T AdditionalProvs

THOLINIC M-F 05 MEQICINE /I[I016 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: REGULAR

TRCLINIC MRTC 29% MEDECING 17282016 12:00:1 REGULAR PHYSICIAN, TAYLOR

TROLINIC NO AVAIL 295 MEDICINE 1/28/2016 12:00: REGULAR

ESCLINIC HEALTH nea 295 MEDICINE 1/13/2016 12:00: 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 CLIMNIC 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

EME NO AVAIL oA 29% MEDQECING r REGULAR

ARE Specisl Chnal 255 REMAD MEDICINE REGULAR DOCTOR,ONE EOMONDS ANNETTE

ES CLINIC SDaY 295 MEDICINE 14112015 12:00:00 AM REGULAR PHYSICIAN, 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 14/10/2015 12:00:00 AM | 13/1072015 12:00:00 AM - 11/11/2015 12:00:00 AM  REGULAR DOCTCR,ONE EDMOHDS ANNETTE

Spedal Cinic 25% MEDICINE 11/10/2015 12:00:00 AM REGULAR

CRING TEST CLINIC 552 MEDICING 11/16/2015 12:00:00 AM  11/18/201% 12:00:00 AM REGULAR PROVIDER, CRIN PHYSICLAN, ERIN
| ‘- b Abtms i e an .....“. ....................... 7 i

Bt

Disvert| 3 & o |F0 sih P e

Figure 247: Clinic Activity Report —Sorted Descending Order

8.2.2.2 Filtering by column data

1. Data in Clinics Activity report can be filtered by selecting filter option in each column
headers (i.e. Clinic Activity data can be filtered by all Clinics with a defined Service of
Rehab Medicine.)
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M Clinic Activity L ES|

Clinic Search: Search Clear Export Clinic Report

| Clinic " Diision 1 StopCode T | Service T CreateDT T | InactiveDT T ReactiveDT T | AppType I | DefaultProv [ | AdditionalProvs | Apptle
| ARE Special Clinic 295 REHAB MEDIC| — o oy REGULAR DOCTOR,ONE EDMONDS, ANNETTE 30
CHRISTINE'S CLINIC 552 REHAB MEDIC | (] enICINE | 112:00:00 AM REGULAR 30
CLINIC 30_30 STR84S 552 REHAB MEDIC | [7] KEUROLOGY REGULAR 30
ENH1 TEST CLINIC THREE 552 REHAB MEDIC HONE 12:00:00 AM REGULAR 30
" PSYCHIATRY R
ORTHO CLINIC DEA 173 REHAB MEDIC REGULAR NO,PROVIDER. ZAVALA,CHRISTINE 15
7| REHAB MEDICINE
REHAB CENTER DBA 552 REKAB MEDIC | 2:00:00 AM REGULAR THOMPSON, ROBERT;DOCTOR, ONE;ZAVALA, CHRISTINE 60
VSE CLINICT 552 REHAB MEDK| S REGULAR 30
Is equal to
Match case
And
Is equal to
Match case
Filter Clear Filter
1 il 0

Listart] L B 4 l-_- |k iy 2 75 eaiem @R
Figure 248: Clinic Activity Report—Filtered

2. Multiple filters can be selected to refine results. (i.e. Clinic Activity data can be filtered
by all Clinics with a defined Service of Rehab Medicine that also have no DefaultProv
defined.)

3. Selected filters are highlighted in column headers.

4. To remove filters, select filter option in column header and click Clear Filter button.

5. Click Exit to close Clinic Activity report dialog.

[N Clinic Activity _ 3] x

Multiple filters selected to refine data in Clinic Activity report.

Clinic Search: search Clear Export Clinic Report

| Clinic 7 | Division T  StopCode | Service CreateDT T | InactiveDT T | ReactiveDT T | AppType T | DefaultProv AdditionalProvs T | ApptLe
i’CHRlSTlNE‘S CLINIC 552 REHAB MEDICINE 12/19/2014 12:00:00 AM 12/30/2014 12:00:00 AM REGULAR 30
CLINIC 30_30 5TR84S 552 REHAB MEDICINE 9/30/2015 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 AM REGULAR THOMPSON,ROBERT; DOCTOR, ONE;ZAVALA,CHRISTINE | 60
VSE CLINIC T 552 REHAB MEDICINE 10/8/2015 12:00:00 AM REGULAR 30

Figure 249: 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 =1

Clinic Search: Search Clear Export Clinic Report

| Clinic T | Division [ | StopCode T Service T | CreateDT T | InactiveDT T | ReactiveDT [ | AppType T | DefaultProv T | 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 DEBA 142 MEDICINE 9/24(2014 12:00:00 &M REGULAR RESIDENT,|
ALLERGY ZAVALA DEA 142 MEDICINE 9/24{2014 12:00:00 &AM RESEARCH DOCTOR, ZAVALA ZAVALA,CH 1
BEAVER CLINIC DBA 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 250: Clinic Activity

If applicable, search for specific clinic in Clinic Search field. Click Search button.
Click on Export Clinic Report.

A Save As dialog box displays.

Select location to save report.

Confirm File name (defaults to Clinic Report).

Confirm Save as Type is Excel files.

Click Save.

10. Data displayed on screen will be exported into file and saved to specified location with
defined name.

11. Click Exit to close Clinic Activity report dialog.

© 0o N O A~

'( )( ) |3 ~ Libraries ~ Documents - l‘gll earch Documents D]
Organize v  New folder B= - ':E'
't Favorite — i
' Favorites Docume nts library prrangeby: Folder +
P Desktop Indudes: 2 locations

& Downloads

. Mame * Date modified Type Size
1= Recent Places

) Mo items match your search.
= Libraries
3 Documents
Jv- Music
&= Pictures
_[] Subversion

B videos

1M Computer

‘--i, Local Disk (C:)

Gi_i MNetwork
18 cgymForapevo2 x|

File name: | Slil=A=sgt

Save as type: IExceI files (*.xdsx)

[
=

“ Hide Foldersl Save I Cancel |

Figure 251: Save As

A
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8.2.4 Resource Management Reporting

Resource Management Reporting allows users to create reports that display pertinent Resource
Management metrics in a single view. The application is used by individual facilities and staff to
measure and track supply, demand metrics related to clinic appointments and patient encounters
in VistA.

To generate a Resource Management Report, follow the instructions listed below:

1. From the Reports tab, select Management Reports. The Report Management Report
Selection dialog box. To abort process user can click Close button.

[N Resource Management Report Selection E
Report Type I Primary Care j
Date Aggregate Month j
Date Range 12/01/2014-12/31/2014 -

Submit Cloze

Figure 252: Resource Management Report Selection Dialog

2. From the Report Type drop down, select the type of report you would like to generate.
e Mental Health
e Primary Care
e Specialty Care

3. From the Date Aggregate drop down, select the aggregate you would like to generate.
e Year

Quarter

Month

Week

Date

4. From the Date Range drop down, select the range of dates you would like to generate.

5. Click Submit.

6. Report Management Report Selection dialog displays with white background while
information is gathered for report. To abort process user can click Close button.

7. Once data is loaded the Report Console window displays.
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ReportConsole M=l 3

Clinical Scheduler Report Console

Facility: VAMC ONE

Select Report Type

Generate Report

Figure 253: Report Console

8. From the Division drop down, select the division to sort by.

9. From the Resource Group drop down, select the resource group to sort by.
10. From the Clinic/Resource drop down, select the clinic/resource to sort by.
11. From the Provider drop down, select the provider to sort by.

12. Click Generate Report. The report will display.
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Resource Management Report Page 1 of 1
Facility: CHEYENNE VAMS
Prirmary Gara 3 b b
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Figure 254: Generated Resource Management Report
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9 VistA Scheduling 508 Compliance

The following section outlines the process for executing VistA Scheduling Application

functionality from the keyboard.
9.1 Tasks Tab

The Hot Key, Ctrl + T, is used to navigate to the Tasks Tab.

9.1.1 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:

e Patient Search Field
e Search Button

e (Clear Button

e Actions

e Arrangement

e Pending Appointments
e Special Needs/Remarks

e Mobile Requests

e Tools
0o Print
o Export
0 Refresh
0 Query
4. After leaving the Tools section, control will go back to Patient Search field.
Hot Keys:
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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9.1.2 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.
Tab to Patient.
To select a Request Type, tab to highlight and press Space Bar key to select.
Tab to OK.
Press Enter.

© 0N A WD

NOTE: Arrow keys can also be used to navigate Request Type dialog box.

Hot Keys:

Ribbon Bar Component Hot Key
OK Alt +0O
Clear Alt+C

9.1.3 Appointment Request Dialog

Tabbing:

The Appointment Request Dialog displays with focus on OK button.
Tab to CLEAR.

Tab to the Patient Information section to the first incomplete field (if applicable).
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 (six 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.

11. Tab to Appointment Type.

12. Use the up and down arrow keys to select Appointment Type.
13. Tab to the Requested By field.

14. Use the arrow keys to select Requested By.

15. Tab to the Provider field (if applicable) to enter the Provider name (character
minimum).

=
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16.
17.
18.
19.
20.
21.
22.

23.
24,

25.
26.

217.
28.

Tab to the Multiple Appointments Required check box. Press the Space Bar to select.
Tab to the Number of Appointments Required field.

Use the up and down arrow keys to select the number of appointments required.

Tab to the Interval Between Appointments field.

Use the up and down arrow keys to select the number of days between appointments.
Tab to the Special Needs/Preferences section.

Tab through the check box options. To select the applicable Special Needs/Preference
option, press the Space Bar.

Tab to the Time of Day section.

Tab through the radio button options. To select the applicable Time of Day option, press
the Space Bar.

Tab to the Day of Week section.

Tab through the Day of Week check box options. To select the applicable Day of Week
option, press the Space Bar.

Tab to the Remarks field.
Enter text in the Remarks field.

NOTE:

Arrow keys can be utilized to navigate Special Needs/Preferences section.

29.
30.
3L
32.

Tab to the Comments field.

Enter text in the Comments field.

Tab to the OK Button.

Press Enter to select and create APPT Request.

33. Tab to the CLEAR button.
34. Press Enter key to select and exit dialog.
Hot Keys:
Ribbon Bar Component Hot Key
OK Alt +0O
Clear Alt +C
9.1.4 Query Dialog
1. The Query Dialog displays with focus on Patient field.
2. Enter the patient name Last Name, First Name.
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.
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9.

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.

23.
24,
25.
26.
27.
28.
29.
30.
3L
32.
33.
34.
35.
36.
37.
38.

Use the Down Arrow key to highlight names listed. To remove names from selection
press Enter.

Tab to the Request Type Filter.

Press Enter to display Request Types dialog box.

Use the arrow keys to navigate the Request Type selection grid.
Press the Space Bar key to select highlighted Request Type.
Tab to OK to confirm selection.

Tab to Cancel to quit selection and exit dialog.

Tab to the Clinic/Service Filter.

Press Enter to display Clinics dialog box.

Enter the Clinic/Service name in field (six character minimum).
Tab to the Find button.

Tab to the Select All check box.

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.
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39.
40.
41.
42.
43.
44,
45.
46.
47.
48.
49.
50.
51.
52.
53.

54.
55.

56.
S7.
58.
59.
60.
61.
62.
63.

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.

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.
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9.2 Systems Tab
The Hot Key, Ctrl +, is used to navigate to the Systems Tab.

9.2.1 Systems Tab Ribbon Bar
Tabbing:
1. Tab to Scheduling Management.
2. Press Enter to display Scheduling Management dialog box.
3. Tab to Availability.
4. Press Enter to display Availability Selection dialog box.

Hot Keys:

Ribbon Bar Component Hot Key
Systems Tab Ctrl +Y
Scheduling Management Alt + M
Availability Alt +H
Select Clinic Alt +L

9.2.2 Scheduling Management Dialog

9.2.2.1 Clinics and Users Tab
Tabbing:
35. The Scheduling Management Dialog displays with Clinics and Users tab enabled.
Focus is on OK button.

36. Tab to the Users Selection List.

37. Use the Down Arrow key to highlight the First Name in Users List.
38. Press Enter to select User Name.

39. Tab to the Prohibited Clinic field.

40. To select the Prohibited Clinic, and enter the Clinic Name.

41. Tab to Find Button and press Enter. The Prohibited Clinic List is displayed.
42. Use the arrow keys to navigate up and down the list.

43. Tab to the Privileged Users List that are assigned to selected clinic.
44. Tab to the Add User button.

45. Tab to the Remove User button.

46. Tab to the Remove All button.

Hot Keys:

Ribbon Bar Component Hot Key

Add User Alt + A

Remove User Alt +R
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Ribbon Bar Component Hot Key
Remove All Alt +E
Find Alt +F
OK Alt+0
Cancel Alt +C

9.2.2.2 Clinic Groups Tab

Tabbing:
1. The OK button has the focus when Clinic Group Tab displays.
2. Tab to Resources.
3. Enter Clinic Schedule Resource—User name, Clinic Name, Clinic Group.
4. Tab to Find Button and press Enter to search.
5. Use the Down Arrow to highlight first name in Resource List.
6. Tab to the New Group button.
7. Tab to the Edit Group button.
8. Tab to the Remove Group button.
9. Tab to the Clinic Groups List.
10. Tab to the Add Resource button.
11. Tab to the Add All button.
12. Tab to the Remove Resource button.
13. Tab to the Remove All button.
Hot Keys:
Ribbon Bar 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
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9.2.3  Availability Selection Dialog
Tabbing:
1. The Availability Selection Dialog displays with focus on OK button.

2. Tab to the Cancel button.
3. Tab to the Search by Name field.
4. Enter the Clinic Name (six character minimum).
5. Tab to the Resource List Grid.
6. Use the arrow keys to navigate up and down Resource List.
7. Press Enter to select the highlighted Resource. Select Clinic Availability displays.
Hot Keys:
Ribbon Bar Component Hot Key
Search Field Alt+S
First Row of Results Grid Alt+G
OK Alt+0O
Cancel Alt+C

9.3 Reports Tab
The Hot Key, Ctrl + R, is used to navigate to the Reports Tab.

9.3.1 Reports Tab Ribbon Bar
Tabbing:

1. Tab to Audit Activity.

2. Tab to Clinics.

3. Tab to Management Reports.

Hot Keys:

Ribbon Bar Component Hot Key

Reports Tab Ctrl + R

Reports Alt +R
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9.3.2  Audit Activity Dialog
Tabbing:
1. 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 gk~ 0D

e
= O

. 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.)

16. Tabbing is enabled for Audit Report Grid.

e e i
g o~ W N

Hot Keys:

Ribbon Bar Component Hot Key
Scheduler drop down Alt+S
Audit Report Alt +V
Export Report Alt +E
Close Alt+C

9.3.3 Clinic Activity Dialog
Tabbing:
1. The Clinic Activity dialog box displays with focus on Exit button.
2. Tab to Clinic Search field.
3. Enter the Clinic Name (six character minimum).
4. Tab to the Search button.
5. Press Enter.
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6. Tab to the Clinic Results Grid.

7. Tab through Clinic Results Grid including Column Headers and Filter dialogs.
Hot Keys:
Ribbon Bar Component Hot Key
Search Button Alt+S
Clear Alt +C
Export Alt +E
Exit Alt + X
9.3.4 Management Reports Dialog

1
2.
3.
4

o

The Management Reports dialog box displays with focus on Report Type drop down.
Use the arrow keys to select from Report Type options.
Tab to the Date Aggregate drop down.

Use the arrow keys to select from the Date Aggregate options: Year, Quarter, Month,
Week, Date.

Tab to the Date drop down.
Enter the date to populate the Date field. (Note: Date displayed is based upon Date

| Aggregate option selected).

9.

10.

Tab to the Close button.
Press Enter to exit the dialog.
Tab to Submit button.

Press Enter to submit report query and open Report Console. (Note: Submit button is
not enabled until all fields are completed.)

Hot Keys:

Ribbon Bar Component Hot Key

Reports Type Alt+T

Date Aggregate Alt +D

Date Range Alt +R

Submit Alt+S

Close Alt+C
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10 Troubleshooting
Contact the help desk for any problems with the VS GUI module.
10.1 Changing User ID and Password

Contact your supervisor or System Administrator for User ID or Password changes.

10.2 Special Instructions for Error Correction
There are some warnings that may be displayed in a dialog. These include:

Table 2: 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 Trall

**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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