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Creating an Appointment

Single Left Click on the Appointment Module on the tool bar
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= Fil= §m Office | Exit
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Patiert Claims Reports Posting | Appoirtments | Day Sheets

«After verifying you have the correct date, Single Left Click on the requested time.
Complete the pop up box by entering the patient’s last name and all info required. After

completion, Single Left Click on Say
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Deleting an Appointment

TEELE JAMI —

’Single Left C“Ck on the E=rr 95 Eraze Biook Multiple
appointment. A window will —
appear offering several Patient Name _[STEELE.JAMIE JF #5104
options, Single Left Click . =
on Erase Appt. Another 2)  OKTo peLETE Thi Acpaintment?
window will appear to
confirm, Single Left Click = -
TSrame |
on Yes. OR
L STEELE JAMIE JR #104
| 1o et
(@ ot Single Right Click on the
\ | o i v appointment, a drop down menu
\\ o will appear and Single Left Click
V@ pacee on Erase Appointment. A
=] tosert appoitvent reminder will pop up advising
o that you can not retrieve the
 prn Encounter appointment. Single Left Click
Ok.

Erase Appointment
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Rescheduling Appointments

TEELE .JAMIE JR #104
00
15

Single Left Click on the
appointment and Single
Left Click on Cut. Goto
the rescheduled
appointment time and
Single Left Click. Choose
Paste by Single Left
Clicking.
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Marking Appointments as Cancel/No Show and
Marking Arrival Time

*To mark the arrival time of a
patient, Single Right Click on

the
appointment and then Single Left\-wm|

Click on Patient Arrived. You can

also unmark Arrival Time by
Single Right Clicking on the
Appointment and Single Left
Clicking on Undo Arrived.

*To mark an appointment
as Cancel/No Show,
Single Right Click on the
appointment and then
Single Left Click on
Cancel/No Show.
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Printing Appointment List

In the Appointmen

screen, Single Left ments for Mon - Jul 21, 2008

Click on Print and =) Refresh| &b Print|) (5] Patient T Ins Report ) Ticket Tr
choose the report by E Listed Appoinkments

Single Left Clicking on
the report you choose to
select. The report will
appear on your screen
and Single Left Click on
Print.

_| Lisked Appointments - Extra Line Space
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Printing Single Encounters / Super Bills / Fee Slip

*To print a single ticket, Single Rig
Click on the appointment and Singl
Left Click on Print Encounter.

oM O@ e @ BNENCIEE Q e O

e %01INgle Left Click on
Print.

il

e STEELE.JAMIE JR #10.
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==} STEELE,JAMIE IR #104
@ Patient Arrived

@ Patient Screen

H Appointment History
\/ Patient Reminder Printout
& cut

Copy

% Paste

% Insert Appointment

D print Ticket

Create Yisit and go there

I Prink Encounter
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Printing Multiple Encounters / Super Bills /Fee Slips

.TO prlnt a.” Of the -S w @i;;ti;m I InsReport ) \

tickets for the day, e *Single Left Click e

Single Left Click 1 e s on Ticket Tracking, . ,
- - 30| 03 Print Appointments By Time -
On Prl nt and SI ng Ie HGL‘E‘EHLE IEE Appointment List By ColumnfOpen top rlght Of the tOOI

Listed Appaintments/Open Time

Left CIiCk On E v@ Column Listing bar.

@ Encounters For &ppoinkments
30\ AFLACK B
rociun

Ticket Tracking. R v

# Print Label w/Chart#

00Y W/ ASHING
ooy ! Ticket Tracking 02

(]

Date Filter Ticket Count
<lo7r2112008 | > I e i i
Monday _—Single Left Click on

3 to Generate

SR Generate and Single Left
Click on OK twice.
Single Left Click on
Print.

1. Generate | 2. Print; | 3. Validate Statuses 4. Release 5. Ticket Repart E. Zeo Report Refresh Exit
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Provider Appointment Setup

WARCUS WHELBY', MD apj

«Single Left Click on T M
t )

Appointment in the upper € Appointmert | @k Find 73
left. Single Left Click on
Provider Appointment
Setup.

Provider Appointrment Setup

I =1

I l fdppointment Columns

L.

REC Appointrent Skakus Setup
. @. Reasons Setup
Encounter Farm Setup

-
=, Doctor Appointment Setup .S H I L ft CI 1 k
Provider: MARCUS WHELEY, MD N . Cloze I n g e e I C O n
[ray [ray Start LBna;th I-I;:E'Zment Lunch Start t::;ti [ay End th e d ro p d OWn to Se I eCt

» |ton 09:00 &k g 15 12:00 PM 511] 04:00 Pk - -

Tue 0300 &M g |15 1Z00PM |60 0400 PG the PrOV|der_ Sl ngle

Wed 0900 4 g |15 TZO0FM |60 04:00 Fid \I_ .

Th 09:00 &k g 15 12:00 PM 511] 04:00 Pk

'u 09:00 &k g 15 12:00 PM 511] 04:00 Pk eft CI ICk On NeW-

Complete each heading.
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Appointment Columns

= Appointment Status Types

Left Click on Close.

w MARCUS WHELBY , MD appoint

@ Appaoirtment W&L[

Single Left Click on New.
Type in Description. Single

ﬁ Provider Appoinktment Setup

=||ﬁ Appointrment Columns ‘J

[ RBC Appointment Status Setup
@. Reasons Setup x1:
Encounter Farm Setup ]

% Ticket Templates 0=
T4 10 16 17 1§ 19

Single Left Click on New. Enter
Column Name and display order. If you
send email reminders Mark the column
that would have email reminders. Single
Left Click on Close.

—sSingle Left Click on

Appointment in the top
left side of the tool bar.
Single Left Click on

Appointment Columns.

. MARCLIS WHELBY , MD
L O vew X Delete & Print [l Close

Column M ame Birsdl:;?-"' Email Reminders
p [4PPTS 1 I

WALKING 2 r

LABS 3 r
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Appointment Status Setup

AL
Single Left Click™ @ Appaintment | @ Find £ Today
on Appointment in Provider Appointment Setup

the top left side of I | 2ppaintment Calumns

the tool bar. - FEE Appointrment Status Setup -
Single Left Click AEHITR ST 9:1
on Appointment Encounter Form Setup 9:3
Status Setup- 5}} Ticket Templates 9:4

ra I+ 121 T 1o 13
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Reason Setup

_@ Appaintment i Find ﬂ Toda

Single Left Click on
Appointment in the upper left
hand side of the tool bar. Single
Left Click on Reasons Setup.

Provider Appointrent Setup
I I Appointment Columns

AEC Appointment Status Setup

Feasons Setup ’
—1{ Encounter Form Setup |
"};‘ Ticket Templates !

I ra ' '~ s 1 [ |

/)

. Appointment Reasons

[ mewe ~Eretetemil Print B, Close
Reason Minutes | Colors —— *Single Left Click on New.
A0 CHIROD 15 |167769E0 .
: FOLLOW UP 15 |B454016 Enter Reason & Minutes.
LAB 15 |8421631 . .
Mo Reazon 15 16777215 Slngle Left CIICk On the
NP 30 |16744703 box of colors by New for a
See Mates 15 16777215 . .
list of colors. Single Left
Click on Close.
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Configuring Ticket Module

YCUS WHELB in

€ sppointment @k Find T3 Today Bk Refresh &S print | () Patient T Ins Report ) Ticket Tracking <] Exit

APPTS WWALLKINS

MARCUS WHELBY, MD v

«Single Left Click

August 2008
S, o R J
2 28 2 I 2 ket ll & Configure column named APPTS #1 E]@@
on column neaaer. 34567 E 9 g
10 11 12 13 14 15 16 -
VEE 19 20 21 22z 1000 ¥ Creale Tickets fo this Column
e eCt Va ueS an 2425 26 27 B 29 20 1015 | ) .
H . | ¥ Enter ¥70.0 as default diag on generated ticksts
T - September 2008 10:30
Single Left Click on e e aam 1
1 2 3 4 5 B . Appaintment Detal Calumn S ource ‘3VGAF\Y CaRRIER, DC L]
7o 301 1213 109 o .
ave. 1415 16 17 18 19 20 48] | Biling Provider Seurce (3. GARY CARRIER. DC ~]
2 gg gg 24 25 2B 2? i | Referring Provider Source ‘3-GAF\YEAF|H\EFLDC L]
R Rendering Provider Source ‘3—GAF\Y CARRIER, DC L]
Find a Date
[0 Diays From Today Ticket Template [Encounter |
W ‘wieeks Fram Today
|0 Months From Today 12:30 Default Facily |1 - SOUTHSIDE HOSPITAL |
12:45]
Help 10y |

Note: Columns are configured separately.
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