Scheduling/ Calendar Software Training Manual
In order to enter the Scheduling Software, click on Appointment button on the home page in Clinician Gateway.

{2 Clinician's Gateway version 3.45C (Home) - Microsoft Internet Explorer provided by County of Santa Barbara,
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Home Search And Tag
Frank Crowley Appointments Home | Help | Log Out

Enter New Service:
Type of Senice

To start a new senice note, select the type of senice

Pending Services

Srv. #7 Procedure v Group Svc # 7 Client # 7 Client Name ¥ Provider 7 Date 7 Type ¥ Sort 7 Reviewer 7
Advanced Search

For Type Status Provider Date
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Once you click on the Appointment button an additional browser page called the Physician’s Daily
Appointments or Daily calendar view will launch by default; the page should look like the one below; if the

Physician Login Form page appears instead of this screen, close the window and click on the appointment button
again.

Example: Physician’s Daily Appointments Page

= »
{& Physiian's Daily Appointments Ei v B = d® v page~ Safety+ Tooks+ @

~

IW Favorites | § .7 SEChome - County Intranet... W Clinician's Gateway version ... & Deploying Vista —Park 11W... L Free Hotmal S8 Microsort Partner Network ...

Home | My Appointments | Staff Calendar | Staff| Logout

< November 2010 2 Client [ Last First Client # ﬁ 1
Sun Mon Tue Wed Thu Fri Sat
2 4 B 8

Clinician  Art Dossey

o I
o I

z W w5z s | esotnent

115 a8 17 18 g3z —

21 22 23 24 28 36 gy |GobeElListlength GIEIER PN
= 3 3

Jump To Date: |01 November + [2010

I ‘Calendar : Mon, Nov 01, 2010 View As Printable Report
Select a Staff| All Clinicians v All Clinicians Nov 1, 2010 Filter by

Location ALL
Filter by Appointment
Status| Al Appointmerts v
DAILY APPOINTMENTS : MON, NOV 01, 2010
CLIENT STAFF Time APPOINTMENT STATUS  CAUSE

Example: Physician Login Form Page appears in error; close and click Appointment button again.
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Drop-Down le B0 D@ ume wee e

\VTETA TV s st s o s

Calendar with < Novemberwid > lgex  (um 3 Ignore the

today’s date » el gray search

highlighted™—l,5 & & % 525 > area; it will
R O o - - B be replaced

I Calendar : Mon, Nov 01, 2010 View As Printable Report

Calendar filters | acasasmicmam  ~
B4

by stqff, or by - R

appointment [ e _

status or by

location.

Refer to the drop-down menus.

J @Physwcian‘s Daily Appointments

Home LIVEEN a6y Staff Calendar | Staff | Logout

Search

New

Recurring £
Reports
wamcian  Are Uossey
i 2 3 2 35 &
8 % 10 11 12 13 |Appowntment
e P U T TP

Daily Calendar
Weekly Calendar
< Movember 201C Monthly Calendar
Sun Men Tue Wed Thu Fri Sat |

Clinician Ark Nacseyw

_fé Physician's Daily Appaintments

Home | My Appointments | Staff Calendar Logout

List
Availability

< Movember 2010 z ’;m [ Last
Sun Men Tue Wed Thu Fri Sat — o

in the future
with a three

All Clinicians 1] F\‘Lterlhy o
et month
widget.
My Appointments:
e Search for an existing appointment.
e Create a new appointment.
e Create a recurring appointment.
e Run reports.
Staff Calendar:

e Daily Calendar view.
o Weekly Calendar view.
e Monthly Calendar view.

Staff:
o Staff list is not currently functioning.
o Staff availability is also not functioning correctly at this time.

-
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_| @Physicwan's Daih‘f A;:ointments |_ LOQOUt:

e Ignore the Logout drop-down menu item and button;
i MH instead just close the Scheduling/Calendar window by clicking

on the red ‘X’ in the upper right corner of the window.

< Movember 2010 »  |clent [last|
Sun Mon Tue Wed Thu Fri Sat e — o e
1z 3 4 3 &
B ——

By default the Physician’s Daily Appointments or Daily Calendar View will appear when you first enter the
scheduling/calendar software. In addition, the view is not filtered so all the clinician appointments in all locations

and all appointment statuses appear.

f?ﬁ - B = @ ~ Page v 3afety  Tools » @v

@Physlclan‘s Daily Appointments

) BRNOVERS RO I et [ Last | | First | | crent # | 1 P1
Sun Mon Tue Wed Thu Fri Sat
1 2 = G R Clinician
1 F8 3 % 3 & ) . .
7. E 9 40 41 4243 Appointment None Selectad Printer Friendly
t4 15 16 17 18 19 20 [ ... .
et ity TREE W] CAERAE DAl Global List Length 10 20 30 100 Page
21 22 23 24 25 26 X7 =y
28 29 30 Jump To Date: |02 | November + [2010 ]
] Calendar : Tue, Hov 02, 2010 View As Printable Report
Selecta Stafﬁl All Clinicians » ‘ All Clinicians Nov 2: 2010 Filter by
Location ALL v|
Filter by Appointment
Status| Al Appoirtments v

DAILY APPOINTMENTS : TUE, Nov 02, 2010

Srarr Tve T STATUS  CAUSE  DETAILS
11am, Aquia CFT meeting [Ms.]Kiera EBerry  11/2/107:00 AM .25 Created L Children’s Services - New Heights - T&Y 9
» BLOCKED: Prep Time Colleen Rydjord 1172710 7215 AW 0.25 Created Calle Real MHS Center - Adult Outpatient 9
» BLOCKED: Check V/5/ lab records Colieen Rydjord 11/2/107:30 AW 0.25 Created LCalle Real MHS Center - Adult Outpatient e
» BLOCKED: Prep time [Dr.] James Stewart 1172710 8:00 AM 1.0 Created Calle Real MHS Center - Adult Outpatient 9
SUBJ: staffing Kenneth D Nichols 11/2710 8:00 AM 1.0 Created Santa Maria MH Services - Adult Outpatient 9
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To filter for your daily calendar, click the down-arrow to the right of the Select a Staff

| — field and select your name. Currently the list of clinicians is sorted by first name.

select a staff All Clinicians

=]

Arlene Altobelli

Angela Coady

ArtDossey

Islah amina Moharram =

Annamaria Salazar

Alice Sealund

Ann Speicher
Andrew Vesper
11am, Aquia €1 Bradley Crable
Belva L Crocker
, BLOCKED: Pre Bonnie Macdonald
Bernard Njuguna
, BLOCKED: ch/ Barbara Spencer
Christine Cole
, BLOCKED: pre Celia Lopez
Juan € Gutierrez
SUBJ: staffing Connie Hurdle
Catherine Manning
Christopher Matosich

Filter by Appc
Status| Al Appd

James W Grahal .
Cathleen Ouimet

Cheryl Pairier
Colleen Rydjord
Debbi Ashby
Marcela Sanche () qyid Barker r
Deborah Corey
SUBJ: TEAM ME Deidre Baker
Debbie Hunt

SUBJ: Kofler T{[Dr.] Denise Lin
MNiana Dainada £

SUBJ:

Refer to the page below:
e This clinician does not have any appointments on this date.
e A spreadsheet view of the appointments appears above the hourly view.
e The add column allows you an additional method for creating an appointment
e Another method for creating an appointment is clicking My Appointments from drop-down menus and
selecting New from the list of choices.

b e U OO

‘@Phys\cian‘sDai\yAppointments | | @ © =3 @ v Page v Safety + Tools = @v 2]

S T Nov2,2010  mn

Location| ALL

Filter by Appointment
Status| Al Appointments

[ [« (1] [0 o]

0 items found, displaying 0 items, from 0 to 0. Page 0/ 0

SCHEDULE OF THE DAY'S APPOINTMENTS
Time Appointments
07:00 AM
07:15 AM
07:30 AM
07:45 AM
08:00 AM
08:15 AM
08:30 AM
08:45 AM
09:00 AM
09:15 AM
09:30 AM

L R e ] o i ] R
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_|gPhyswcian‘s Daily Appointments |_|_ My Appointments:
e Click on New and the Create New Appointment page will
appear; refer to the page below.

Search
New
= Recurring t
Sun | Reports
wamcian At Uossey
i 2 3 2 35 &
7 B 9 10 11 12 1 Appointment Monday, N

Step 1: select a client for the new appointment. At this point you have the ability to search for Registered and
Open clients using their Last Name, First Name and Client Number or some other combination. You can also
check and click to enter an appointment for an Unregistered Client, Group or Meeting. In this case, | am going
to Search for a registered client and make the appointment using the appointment detail page for a registered
client.

|?Create New Appointment: |7| ﬁ - 8 [ @ ~ Page ~ Safety ~ Tools - @v =
M
< Movember 2010 > | Client [ Last | | First | | Ctient # | |21

o o S e A Clinician Wendy Del cid

1 2 3 4 5 & ) }
Rl - i sy
14 15 16 i7 18 19 20 %
; ; £ ; £ ; E Global List Length 10 20 30 100 Page
28 2% 30 JumgToDate:l[Q | November (2010 |

I Step 1: Please Select a Client for the new Appointment

Last Name : | IFirst Mame : | ICIJ‘ent Humber : | || Search |

| Select Unregistered Client |

Please note that once you have selected a patient, you will be able to select the other attributes required to make the appointmnet.

Please press the cancel button if you need to go back to the daily view. Once you cancel you will have to refill the form to create the appointment! Cancel Request

v

Done & Internet 43 v ®iow -
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In this example, | am going to search for a fictitious client by the name of poolman and click the Search button.
Hint: Ignore the search fields in grey; only use the fields below the blue line.

| @ - = @ - Page v Safety ~ Tools ~ @v =

| gcreate Mew Appointment |

< Hovember 2010 > Client [ Last | | First | | Ctient # | 21
Sun Mon Tue Wed Thu Fri Sat

Clinician ‘Wendy Del cid

1.2 3 4 5 ¢ ornter Frind.
i = — y
Frr ol Tuesday, November 2, rinter Frign

7 08 9 10 111213

14 15 16 17 18 19 20

5 om 23 14 25 26 27 |Geballistlenth 10 20 30 100 Page
B 2 3

Jump To Date: |02 | November + [2010 ] / /

Step 1: Please Select a Client for the new Appointment

Last Name : |poolman | First Name : | Client Number : |987654321| || Search |

| Select Unregistered Client |

Select Group

Hint: When searching for a client in a database, if you have the client’s number use it first. If the client has a
hard to spell last name or hyphenated name search by the first few letters of the last name instead.

Scroll down to the spreadsheet with List of Clients; verify the client #, name or date of birth; then click on the link
on the far left, Select the Client which will launch the Appointment Entry Form Details page.

safety - Tools+ @+ 7

- B 2 - page-

‘ (& Create New Appointment ‘

< November 2010 >  |Client [Last | | Fiest [ | ctient # | |21
Sun Mon Tue Wed Thu Fri sat Clinician  Wendy Del cid
102 2 4 5 ¢ orinter Friend
. = — Printer Friendly
7 B 3 40 14 12 i3 bl Tuesday, November 2, rinter Frien
14 15 16 17 18 19 20 page
2 22z 24 25 26 a7 |Cloballistlength 10 20 30 100 =)
2’ 28 0 Jump To Date: [02 | November v 2010 |
I Step 1: Please Select a Client for the new Appointment =
LastHame : irstrame: [ | client Number : 867654321 ==
| Select Unregistered Client |
Select Group
Select this Client ROBBY. PODLMAN 987654321 Apr 3, 1950 4346 HARRIS, Casmalia, CA 93429 (1) 805-733-2222 / none
X1 | EET |
1 items found, displaying 1 items, from 1to 1. Page 1/1
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Step 2; fill-in all the required fields, Clinician, Clinic, Date for the appointment, Appointment time,

Appointment duration, Procedure, Note or Clinician Gateway Template Type, Location, Flags, New or Returning

Patient, and Reason for Appointment. Then click the Submit button.

S EWUTILES | ek [ SHULNOME - LOUNCY INCFanet... WL LINICISN S LaleWay Yersion ... & LEPI0YING VISTa — FarT L1 w...

| gCreate MNew Appointment

L FTEE MOCMAN % IMICFOSOIT FArTNEr NECWORK ..

E=1 SPOCMAU. COM - LOMPUCES ...

& SUggeste:

fa - B - 1 @ - page- &

M

= Movember 2010 =
Sun Mon Tue Wed Thu Fri Sat

Client Name, #:

Client [ Last | | First |

| client # | | 21

Clinician ‘Wendy Del cid

Robby Poolman, 987654321

Select a Clinician for the Appointment | Frank Crowley ~| Procedure [13, Individual Therapy ~|
Clinic [ Calle Real MHS Center - Adult Outpatiert v| Notes [1. Adut ~|
< Movember 2010 > Location [Office |
Sun Mon Tue Wed Thu Fri Sat Flag 1 [ None Selected v
1 2 3 4 568 Flag 2 ‘ Mone Selected v|
Date for the Appointment 7 8 9 10 11 1213 Flag 3 \ MNone Selected vl
14 15 16 17 18 19 20 New Client:
2122 23 24 25 2627 Restricted Client
28 29 30
Select the Appointment Time : [07:00 Am v e R AT
Appointment Duration |EH]15 v|

1 2] 2 4 5 & _
D arom o e Y o
14 15 16 17 18 19 20

; ; £ ; ; ; ; Global List Length 10 20 30 100 Pay
8 29 30 Jump To Date: [02 | Movember + [2010

I Step 2: Appointment Entry Form Details

Please press the cancel button if you need to go back to the daily view. Once you cancel you will have to refill the form to create the appointment!

Cancel Request

Done o Inkernet

Hint: Make sure you select the correct Note type which also sets the proper Template type in Clinician
Gateway; this is one of the only fields in Clinician Gateway that can’t be changed after the draft note is
generated.

-7 =
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After clicking on the Submit button, the appointment detail page appears on the screen with an appointment status
of “Created”. If the Clinic and Procedure match possible choices for this client, based on the face sheet and
current admissions, a draft note will be generated in Clinician Gateway.

‘@Appointment Details | ‘ fiov B [0 @ - opage~ Safety - Took- @ 7

Appointment Details [Edit Cancel CheckIn Inactivate Appointment Copy 1

Client
Client Number

Clinician Frank Crowley

Appointment Status Created

Appointment Type

Clinic Calle Real MHS Center - Adult Outpatient

Appointment Time Sunday, November 7, 2010 7:00 AM

Appointment End Time Sunday, November 7, 2010 7:15 AM

Check-In Time

Appointment Request Cause This is a test appt. to create user documentation. Poolman is not a valid client.
Description =
Procedure 13, Individual Therapy

Notes 1, Adult

Location Office

Color Code None Selected

Remidner Flag 1
Reminder Flag 2
Reminder Flag 3

Check In b |
Confirm Appointment

Cancel { Cancelled & Rescheduled Cancelled }

Cancelled By staff[C] client

Comments

New Comments.

Add New Comments

Done & Internet dg o Waow -

[

Click on Staff Calendar from the drop-down menu and select Daily Calendar to view this appointment on your
daily calendar. Notice the arrow which designates the start time in fifteen minute increments. Also the text has
the client’s name followed by the clinician’s name and the person who created the appointment. Finally,
notice the blue colored square which lets you know that the appointment is in Created status; no draft note has
been created yet.

Calandar : Sun, Wov 07, 010 View As Printable Report

Sebect a Staff AN Chracsans v Al Clinclans Nov 7, 2010 Filter by

Filter by Appointment
Status A Acportments L3

[MEE B0

1 tems found, dsplaying 1 tems, from 1to 1. Page 1/1

Appointments
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C:\__ CMS\CG\Scheduling Software Training Manual Eva 11-8-2010.doc



Scheduling/ Calendar Software Training Manual

Click on the Appointment text or the Appointment Time to reenter the Appointment Details Form. If you click
on the Client Name you will launch the Patient Workflow page in error; go to the Daily Calendar and click on
the Appointment Time or Appointment Text again.

Calendar : Sun, Nov 07, 2010 View As Printable Report

Select a staffi All Clinicians w All Clinicians Nov 7’ 2010 Filter by

Location| ALL v -

Filter by Appointment
Statusl All Appointments

DAILY APPOINTMENTS : SUN, Nov 07, 2010

Robby Pooiman Ph: (1)805-7332222Xnone Frank Crowiey 11/7/107:00 AM 0.25 Creal This is a test appt.. Calle Real MHS Center - Adult Outpatient

—-——_—-
. ouweeowees. |
MED D@

1 items found, displaying 1 items, from 1 to

SCHEDULE OF THE DAY'S APPO".«TMENTS
Time Appointments
07:00 AM
07:15 AM
07:30 AM
07:45 AM
08:00 AM

Done & Internet Gh v ook - -

[E R R

Example of the Patient Workflow Page.

| @Selact a workflow For the Patient | |

| Patient Workflow for Robby Poolman

View Patient Profile Patient Dashboard Edit Patient Profile Create an Appointment

. . . Create a Mi f .
View Appointment History View Billing Histary P;?enta £oasefra Add Patient Insurance

Patient Ledger Unabridged View

-9-—
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At this point we are going to change the Appointment Status and generate a draft note. The clinician or front

office staff will be able to check-in the client, cancel the appointment, enter additional comments, or no show the
appointment. Someone would have to change the Appointment Status in order to generate a draft note. Notice the
blue bar along the top of the appointment details which designated ‘Created’ Status.

‘ (& Appointment Details | ﬁ - B = @ ~ Page - Safety - Tools ~ ®' =
b
Home | My Appointments | Staff Calendar | Staff| Logout
=
< November 2010 > Client
Sun Mon Tue Wed Thu Fri Sat o= [t &= |21
12 3 4 5 & Clinician Frank Crowley
Print ty
— =T T ol ) rinter Friend,
D RERL et
14 15 16 17 18 19 20
Sl ooy Page
4 2 23 24 28 26 T Gopa) st Length 10 20 30 100
8 29 30
- Jump To Date: [07 | November v [2010 ]
Appointment Details [Edit Cancel CheckIn Inactivate Appointment Copy ]
Client Robby Poolman
Client Number 987654321
Clinician Frank Crowley
Appointment Status Created
Appointment Type
Clinic Calle Real MHS Center - Adult Qutpatient
Appointment Time Sunday, November 7, 2010 7:00 AM
Appointment End Time Sunday, November 7, 2010 7:15 AM
Check-In Time
Appointment Request Cause This is a test appt. to create user documentation. Poolman is not a valid client.
Description ~
Procedure 13, Individual Therapy
Notes 1, Adult
Location Office
Color Code None Selected
Remidner Flag 1
Reminder Flag 2
Reminder Flag 3
Check In
Confirm Appointment
Cancel { Cancelled & Rescheduled @ Cancelled }
Cancelled By Staff [ Client
Comments,
New Comments
 |Add New Comments
Creation Time Tuesday, November 2, 2010 2:55 PM
Last Modified By ferowley
Last Update Time Tuesday, November 2, 2010 2:55 PM
ated
]
@ Intemet fa - ®iow -

-10 -
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In this example, | am going to Check-In the client and change the Appointment Status from Created to Check-
In, which will generate a draft note in Clinician Gateway. In the Appointment Status Information section,
check the box next to Check In and click the blue Check In button at the bottom of the Appointment Details
Form.

»

|g£\ppmntmentDetails | | ﬁ - 8 = @ ~ Page~ 3Safety - Tools - @v

Appointment Details [Edit Cancel CheckIn Inactivate Appointment Copy ]

Created

Client Robby Poolman

Client Number 987654321

Clinician Frank Crowley

Appointment Status Created

Appointment Type

Clinic Calle Real MHS Center - Adult Qutpatient
Appointment Time Sunday, November 7, 2010 7:00 AM
Appointment End Time Sunday, November 7, 2010 7:15 AM
Check-In Time

Appointment Request Cause This is a test appt. to create user documentation. Poolman is not a valid client.
Description

Procedure 13, Individual Therapy

Motes 1, Adult

Location Office

Color Code None Selected

Remidner Flag 1
Reminder Flag 2
Reminder Flag 3

Check In 3
Confirm Appointment

Cancel { Cancelled & Rescheduled Cancelled 3

Cancelled By staff [ client

Comments. [11/03/2010;fcrowley: This is not a real clinician Gateway note; strictly for training documentation.]

New Comments

\Add Mew Comments

Creation Time Tuesday, Movember 2, 2010 2:55 PM
Last Modified By forowley
Last Update Time wednesday, Movember 3, 2010 1:20 PM

-11 -
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Notice the green bar along the top of the appointment details which designated ‘Checked In’ Status. Also the
appointment status field has changed to ‘Checked In’ and a draft note will be generated in Clinician Gateway.

(= Appointment Details - Microsoft Internet Explorer, provided by County of Santa Barbara

&‘:—jrv |g, http:ji161.213.94.67:8050/shefufdynamicfpagesidetalls/physician. view, appointment _details. faces RS |P Yahoo!

—

File  Edit

Wiew Favorites  Tools  Help

x @~

i Favorites | 75 __ SBChame - County Intranet. ., ! Clinician's Gateway version ...

| @F\ppnlntment Details

Appointment Details [

Client

Client Number
Clinician

Appointment Status
Appointment Type
Appointment ISRN
Clinic

Appointment Time
Appointment End Time
Check-In Time
Appointment Request Cause
Description

Procedure

Notes

Location

Color Code

Remidner Flag 1
Reminder Flag 2
Reminder Flag 3

Comments

# Deploving Yista — Part 11 W... m Free Hatmail Q‘ Micrasaft Partner Metwork ... 2% Spatmau,com - Camputer 5., @ Suggested Sites

ﬁ - B = @ ~ Page v 3afety » Tools » @v 2

[Appointment Checked-In on 11/03/2010 by ferowley]
[11/03/2010;fcrowley: This is not a real clinician Gateway note; strictly for training documentation.]

Inactivate Apr_mtment 25

Robby Poolman
987654321

Frank Crowley
Checked In

1824569
Calle Real MHS Center - Adult Qutpatient
Sunday, Movember 7, 2010 7:00 AM
Sunday, November 7, 2010 7:15 AM
Wednesday, November 3, 2010 1:48 PM

This is a test appt. to create user documentation. Poolman is not a valid client.

13, Individual Therapy
1, Adult

Office

None Selected

New Comments

Add New Comments

wednesday, Movember 3, 2010 1:48 PM

Creation Time
Last Modified By
Last Update Time

Wednesday, Movember 3, 2010 1:20 PM

|<

Done

& Internst i - Himw -

Switch to the Daily Calendar and notice Appointment Status and the green square next to the appointment.

| @Physician‘s Daily Appointments

| & - B = @ ~ Page v 3Safety » Tools » @- =

C:\

Robby Poolman Ph: (1)805-7332222Xnane

DAILY APPOINTMENTS : SUN, Nov 07, 20%° ) |

This is ggest appt..  Calle Real MHS Center - Adult Qutpatient 9

SCHEDULE OF THE DAY'S APPOINTMENTS

Appointments

-12 -
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In this example, | am going to Cancel the Appointment and change the Appointment Status from Created to
Cancelled, which will generate a draft note in Clinician Gateway. In the Appointment Status Information
section, check the box next to Cancel plus the radio button next to Cancelled or Cancelled & Rescheduled
and select one of the radio boxes next to Cancelled By; either in the box next to Staff or Client. Then click
the blue Cancelled button at the bottom of the Appointment Details Form.

3

|@Appnintment Details | | @ - B = séa - Page - Safety - Tools - @v

Appointment Details [Edit Cancel CheckIn Inactivate Appointment Copy ]

Client Robby Poolman

Client Number 987654321

Clinician Frank Crowley

Appointment Status Created

Appointment Type

Clinic Calle Real MHS Center - Adult Qutpatient
Appointment Time Sunday, Movember 7, 2010 7:00 AM
Appointment End Time Sunday, November 7, 2010 7:15 AM
Check-In Time

Appointment Request Cause This is a test appt. to create user documentation. Poolman is not a valid client.
Description

Procedure 13, Individual Therapy

Notes 1, Adult

Location Office

Color Code None Selected

Remidner Flag 1
Reminder Flag 2
Reminder Flag 3

Check In b
Confirm Appointment '

Cancel { Cancelled & Rescheduled Cancelled }

Cancelled By staff [# ] Client

Comments [11/03/2010;fcrowley: This is not a real clinician Gateway note; strictly for training documentation.]

New Comments

dd Mew Comments

Creation Time Tuesday, Movember 2, 2010 2:55 PM
Last Modified By ferowley
Last Update Time wednesday, Movember 3, 2010 1:20 PM

-13-—
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Notice the appointment status has changed to Cancelled and a draft note will be generated.

I gﬁ\ppnintment Dietails l_l ﬁ < = @ v Page = 3Safety ~ Tools ~ @- =
_ 5
Client Robby Poolman
Client Number 987654321
Clinician Frank Crowley /
Appointment Status Cancelled
Appointment Type
Rescheduled false
Cancelled By Client
Clinic Calle Real MHS Center - Adult Qutpatient
Appointment Time Wednesday, November 3, 2010 7:30 AM
Appointment End Time Wednesday, November 3, 2010 7:45 AM
Check-In Time
Appointment Request Cause THis is for Training Documentation Only; fake client
Description Post Factum appointment created by fcrowley on Wed, Nov 3, "10.
Procedure 13, Individual Therapy
Notes 1, Adult
Location Office
Color Code None Selected

Remidner Flag 1
Reminder Flag 2
Reminder Flag 3

[Appointment Cancelled on 1170372010 by forowley]

Co ts L. . . .
mmen [11/03/2010;fcrowley: Training documentation only; fake client and appointment]

New Comments

Add New Comments

Creation Time Wednesday, November 3, 2010 2:18 PM
Last Modified By forowley
Last Update Time wednesday, Movember 3, 2010 2:18 PM

Switch to the Daily Calendar and notice Apegomtment Status and the red *X* next to the ampgglntment.

S FeEvURLES |y D DECNOME - odncy Intranet... RS LINICIEN S Lateway version . I0%ING ¥ISTA — PEFT 1L W, [ FPEE HOTMAaN 50 MICFOSOrT Partner Nerwork, , F{=1 HPOCMAY, COM - 0l M&F SlUggested Sies >

) 3
IgPhysician‘s Daily Appointments l I @ - = @ - Page - Safety - Tools - Ov

Poolman Ph: (1)805-7332222%none Frank Crowley 11/14/107:00 AWM 0.25

/ Calle Real MHS Center - Case Managsment

) 3
IgPhyslclan‘s Daily Appointments l I ﬁ = = @ ~ Page = 3Safety = Tools - @v

SCHEDULE OF THE DAY'S APPOINTMENTS

Time Appointments

07:00 AM = %

07:15 AM

-14 -
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In this example, | am going to No Show the Appointment and change the Appointment Status from Created to
No Show, which will generate a draft note in Clinician Gateway. In the Appointment Status Information
section, click the blue No Show button at the bottom of the Appointment Details Form.

| (& Appointment Details | | ﬁ - B = gé; v Page~ 3afety ~ Tools - @' =
I 2
Client Robby Poolman
Client Number 987654321
Clinician Frank Crowley
Appointment Status Created
Appointment Type
Clinic Calle Real MHS Center - Case Management
Appointment Time Wednesday, November 3, 2010 8:00 AM
Appointment End Time Wednesday, November 3, 2010 8:15 AM
Check-In Time
Appointment Request Cause Test only.
Description Post Factum appointment created by fcrowley on Wed, Nov 3, 0.
Procedure 13, Individual Therapy
Notes 1, Adult
Location Office
Color Code None Selected

Remidner Flag 1
Reminder Flag 2
Reminder Flag 3

Check In

Confirm Appeintment

Cancel { Cancelled & Rescheduled Cancelled 3

Cancelled By staff [] client

Comments [11/03/2010;fcrowley: Test appointment for training documentation of fake client.]

New Comments

dd New Comments

Creation Time wednesday, Movember 3, 2010 2:22 PM

Last Modified By ferowley

Last Update Time Wednesday, Movember 3, 2010 2:39 PM
Created

-15-—
C:\__ CMS\CG\Scheduling Software Training Manual Eva 11-8-2010.doc



Scheduling/ Calendar Software Training Manual
The No Show Appointment form with launch; click the No Show button at the bottom of the form.

_|§Nosrnwnppoum (] & - [ o v Page~ Safety~ Took~ @+

Robby Poolman it
Client.

£ November 2010

>

- &
Sun Mon Tue Wed Thu Fri Sat [Last | | ctent | 1 #21

1 2 38 A 8 ¢ Clinician  Frank Crowley s

7 8 9 10 11 12 13
i e i [
14015 16 7 18 12 ”
uoE o BuT |G SBsi Page
2w

Jump To Date: |03 INn_vslhu‘_v [2010

| No Show Appointment

If you change status of this appointment to No Show then you will not be able to finish this appointment.

Client Robby Poolman
Physician Frank Crowley
Referring Staff
Appointment Status Created
Appeintment Time Wednesday, November 3, 2010 4:00 PM
Apointment Reason Test only.
Location Calle Real MHS Center - Case Management
Post Factum appointment created by fcrowley on Wed, Nov

3, '10. B
Appointment Progress Report |

€

> @ Internet v Rioow v
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Notice the red bar along the top of the appointment details which designated No Show Status. Also the
appointment status has changed to No Show status and a draft note will be generated.

|g.¢\ppnintment Dietails | | & < = @ v Page = 3Safety ~ Tools ~ @- 2]

Appointment Details [ CheckIn Inactivate Appointment Copy ]

| mpponmentbsicimtormatin

Client Robby Poolman

Client Number 987654321

Clinician Frank Crowley

Appointment Status No Show

Appointment Type

Clinic Calle Real MHS Center - Case Management
Appointment Time Wednesday, November 3, 2010 8:00 AM
Appointment End Time Wednesday, November 3, 2010 8:15 AM
Check-In Time

Appointment Request Cause Test only.

Description Post Factum appointment created by fcrowley on Wed, Nov 3, "10. =
Procedure 13, Individual Therapy

Notes 1, Adult

Location Office

Color Code Mone Selected

Remidner Flag 1
Reminder Flag 2
Reminder Flag 3

Switch to the Daily Calendar and notice Appointment Status and the red square next to the appointment.
Remember a red ‘X’ is cancelled and a red square is no show.

DAILY APPOINTMENTS : WED, NOov 03, 2010

Robby Poolman Ph: (1)805-7332222Xnone Frank Crowiey 11/3/107:30 AM 0.25 Cancelled THis is for Trainin.. Calle Real MHS Center - Adult Outpatient 9
Robby Poolman Ph: (1)805-7332222¥none Frank Crowley 1143710 8:00 AM 0.25 Mo Show Test only. Calle Real MHS Center - Case Management
—— »
| {& Physician's Daily Appointments | | ﬁ B = @ v Page~ 3afety ~ Tools - @'

)

SCHEDULE OF THE DAY'S APPOINTMENTS
Time Appointments

07:00 AM

07:15 AM

07:30 AM

07:45 AM

08:00 AM
08:15 AM
08:30 AM
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Now I will create a New appointment for an Unregistered Client; this could be used by the CARES staff to show
appointments in the scheduling software for unregistered clients.

_|§Physwclan‘s Daily Appointments I_l_ My Appointments:
e Click on New and the Create New Appointment page will
appear; refer to the page below.

My Appointments i u
searn -
Hew

< Recurring t
Sun | Reports
wamcian AI'T LOssey
12l 8 lsla] &
7 B % 10 11 12 13 Appointment Monday, N

Step 1; select a client for the new appointment. At this point you check and click to enter an appointment for an
Unregistered Client. Click on the link Select this Client. This will cause the Appointment Details page to
launch.

23

|gcreate Mew Appointment I_I ﬁ = = @ ~ Page » Safety + Tools » @-

Robby Poolman it
< November 2010 > Client
] Last Client #
Sun Mon Tue Wad Thu Fri Sat CLast| e | £
1 2 3 4 5 & inici
1 2z 3 4 5 & Clinician Frank Crowley Printer Friend:
7 B % 10 11 12 13 _
- = - - - — - Appointment. Wednesday, November
14 15 16 17 18 19 20
=lclalale ol Page
21y 72y 22 S Y P P Global List Length 10 20 30 100
28 239 30
Jump To Date: |03 | November w2010 ]
I Step 1: Please Select a Client for the new Appointment

Last Name : :I First Mame : Client Mumber : I ” Search |

| Select Unregistered Client |

"

e o e e

Select this Client ROBBY 987654321 Apr 3, 1950 4346 HARRIS, Casmalia, CA 93429 (1) 805-733-2222 / none

(1] [« [] [ o] [}

1 items found, displaying 1 items, from 1to 1. Page 1/1

Please note that once you have selected a patient, you will be able to select the other attributes required to make the appointmnet.

& Internet £ - Bioow v
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Step 2; fill-in all the required fields, Clinician, Clinic, Date for the appointment, Appointment time,
Appointment duration, Procedure, Note or Clinician Gateway Template Type, Location, Flags, New or Returning
Patient, and Reason for Appointment. Notice the Client Name in red is titled Unregistered Client and the three
boxes for first last and middle names below that; fill-in the additional fields and then click the Submit button.

| /€ Create New Appointment | | ﬁ - 8 [ @ ~ Page ~ Safety ~ Tools - @v =
— ~
< Movember 2010 > Client
3 Last First Client #
Sun Mon Tue Wed Thu Fri Sat . | | G &= | P1
1 2 [3 42 5 ¢ Clinician Frank Crowley Printer Friend:
Printer Triendy
7 B 9% 10 11 12 13 .
= - - - — — = L anla B Sl Wednesday, November
14 15 16 17 18 19 20 Page
o2z 23 24 28 28 T |gopal List Length 10 20 30 100
8 29 30
Jump To Date: |03 I MNovember |201Cl
I Step 2: Appointment Entry Form Details
Selecta Cll.1mc1an for [ Frank Crowley ml Procedure [13. Indvidual Therapy v
the Appointment Notes [1, cut v]
Clinic |Ca||a Real MHS Center - Case Management vl oeaTion |0Hice vl
£ November 2010 2 Flag 1 | None Selected v|
Sun Mon Tue Wed Thu Fri Sat Flag 2 [ Mone Selected v
. 12 2 4 558 Flag 3 [ Nore Selected v
- 7 8 % 10 11 1213 =
Appointment - - - = — == New Client:
14 15 16 17 18 19 20 - -
******* Restricted Client

28 29 30

Iy - — Reason For Appointment:

etect the ARpoINIMENt o700 Am v

Time :

Appointment Duration [ 00:15 v

Client Name, #: Unregistered Client,20943

Name [ Il Il

Please press the cancel button if you need to go back to the daily view. Once you cancel you will have to refill the form to create the appointment! Cancel Request
A

Danie € Internst fa v W00% v
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After clicking on the Submit button, the appointment detail page appears on the screen with an appointment status
of “Created”. Because that is an Unregistered Client even if you change the appointment status to Checked In,
Cancelled or No Show, a draft note will not be generated in Clinician Gateway.

(= Appointment Details - Microsoft Internet Explorer, provided by County of Santa Barbara

&E’;" L 4 |E, http:fi161.213,94.67:8080/shefuidynamicfpagesidetails/physician, view . appointment_details,Faces b @ ‘f A |p Wahoo! | P
File Edit ‘Wiew Favorites  Tools  Help

x @~

i} Faworites | {;‘s __ 5BChome - County Intranet... ! Clinician's Gateway version ...  3& Deploying vista — Part 11 W... m Free Hotmail Q‘ Microsoft Partnet Metwork ... 2f% Spotmau,com - Computer 5., @ Suggested Sikes * &
| /€ Appointment Details |7| ﬁ - 8 [ @ ~ Page ~ Safety ~ Tools - @- =

Appointment Details [Edit Cancel Check In Inactivate Appointment Copy ]

Client box 1 box 2 box 3 (Unregistered Client) =

Client Number 20943

Clinician Frank Crowley

Appointment Status Created G ——

Appointment Type

Clinic Calle Real MHS Center - Case Management

Appointment Time Sunday, November 7, 2010 7:00 AM

Appointment End Time Sunday, November 7, 2010 8:00 AM

Check-In Time

Appointment Request Cause This is a test unregistered client for training doc only.

Description A
Procedure 13, Individual Therapy b
Notes 1, Adult

Location Office

Color Code None Selected

Remidner Flag 1
Reminder Flag 2
Reminder Flag 3

Check In 1
Confirm Appointment

Cancel { Cancelled & Rescheduled Cancelled 3

Cancelled By Staff Client

Comments

New Comments

dd New Comments

3

Done & Internet Gy v HWio0w v
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Click on Staff Calendar from the drop-down menu and select Daily Calendar to view this appointment on your
daily calendar. Notice the arrow which designates the start time in fifteen minute increments. Also the text has
the client’s name followed by the clinician’s name and the person who created the appointment. Finally,

notice the blue colored square which lets you know that the appointment is in Created status; no draft note has
been created yet.

{= Physician’s Daily Appointments - Microsoft Internet Explorer provided by County of Santa Barbara

% - |E| http:ji161.213,94.67:8050/shefufdynamicpages/physician. appointment. daily. faces V||E||E||Z| |p Wahoo! ||}J '|
File Edit “iew Favorites Tools Help
x @~

{“" Favorites | f.;, _ SBChame - County Intranet. .. E Clinician's Gateway version ... % Deplaying Yista — Part 11 %... m Free Hatmail 'Q‘ Micrasaft Partner Metwork ... 2% Spatmau,com - Camputer 5., e Suggested Sites

ﬁ © = @ v Page v 3Safety v Tools + @- =

| @Physician‘s Daily Appaintments | |

DAILY APPOINTMENTS : SUN, Nov 07, 2010

Poolman Ph: (1)805-7332222%none Frank Crowley A1/7H07:00 M 0.25 Checked In This is a test appt.. Calle Real MHS Center - Adult Outpatient 9
box 3, box 1 Frank Crowtey 11/7710 7:00 AM 1.0 Created This is a test unre.. Calle Real MHS Center - Case Management

(1] [« [] [ o] [}

2 items found, displaying 2 items, from 1to 2. Page 1/1

SCHEDULE OF THE DAY'S APPOINTMENTS

Time Appointments

07:00 AM

07:15 AM

07:30 AM
07:45 AM
08:00 AM
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Here is a snapshot of Clinician Gateway. These are draft notes that were generated by changing the status from
‘Created’ to Cancelled, No Show or Checked In. The clinician would then click on the Update button, Edit the
notes and finalize the notes.

!CI\nlcwan'sGatewayverswona.‘lSC(Home) ﬁ = |'__J = gé; ~ Page » Safety + Tools » -@-v =

Clients -

Home [ SearchAnd Tag | [ Search |
Frank Crowley Appointments | Home | Helpl Log Qut |

Enter New Service:
Type of Service

Select— |» To start a new =ervice note, elect the type of service

Pending Services

Srv. #57 Procedure 7 Grofsve # 57 Client Hame 57 Provider 7 Date &7 Type 57 Sort~7  Reviewer~7

1824605 Consumer Cancelled POOLMAN RUBBERTOE Calle Real Mental Health Services Cen... 11/3/2010 Adult O Draft Update...
1824842 Consumer No Show 3 POOLMAN RUBBERTOE Calle Real Mental Health Services Cen 11/3/2010 Adult O Draft Update.
1824588 Individual Therapy 887854321 POOLMAN RUBBERTOE Calle Real Mental Health Services Cen 72010 Adult O Draft Update.
1824615 Con=sumer Cancelled 987654321 POOLMAN RUBBERTOE Calle Real Mental Health Services Cen... 11142010 Adult O Draft Update...

Advanced Search
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